DOCUMENT' BESUHE 



ED 117' 256 

flTlE 

INSTITUTXON 
PtJB DRtE . 
KOTE 

EDHS MICE 
DE^SCRIPTORS 



XJJ> 015 657 



IDENTIFIERS 



iBS!ERACT 



SVP E School VoIunte6r Prograa] Leader •s Hanclbo.ok. 
iDad^ County Public Schoqlsr Bia»i# Pla. 

73 ; r 

HF-$0^.76 HCr$5.76.^Plus Postage 
Guides;. *Instructional Mat.erials; *Leaders Guides; 
Leadership Responsibility; leadership Training; 
^Manuals; Para;professionai School Personnel; School 
Aides; Schoo^ Personnel;. School Responsibility; 
Supervisory Training; Teacher Aides; *Volunteers; 
♦Volunteer Training 

Plorida (Miaai^ ; *School Volunteer PrdgraBi;* SVP 



Developed to .aid^ school-level administrators of the 
School Volunteer Prdgrap (SVP) , this handbook is organized into five 
sections as followst (1) vhat the resppnsibilit:ies of SVP leaders 
are, including SVP resource person and^ voluiiteer chairman* job 
description; . (2) with whoo SVP leaders workr including com^unicjition 
networTcr division of responsibilities , coaponents of program^ ind 
school programs which nised special help; (3) how SVP leaders wbrk^ 
including sections on volunteers, school staff, area specialists, and 
SVP coordinator^ (0^) the forms. SVP leaders use, including school 
records and «ea/couiity/federal records; and (5) the, facts sVP 
leadfer^ need to, kno4j about, including the history and growth, the 
-accomplishments, the evaluation results, and the national School 
Volunteer Program, Inc./ (Author/All) . / . 



* Documents acguifed by ERIC include many informal^ unpublished * *, 

* materials not available from other sources*. ERIC, makes every effort * 

* to bb1:ain the best copy available. Nevertheless^ items of marginal* * 

* reproducibility are often encountered and tlii's affects the quality * 

* of th,e microfiche an^ hardcopy reproduction? ERIG makes available . 

* via the ERIC Document Reproduction Service (EDRS) » EDRlS is not i * 

* responsible for the quality of the original document ♦ Reproductions * 

* suppliea by EDRS are the' besli' that can be. made from the original. * 



ERLC 






^1 



\ 




r 



I f 



Leader's Handbook 



ED" • • 

..... ^ 



SCHOOL. VOLUNTEER PROQRAM OF MIAMI 
. DADE COUNljf PUB|:iC schools' . - 



0 

ERIC 



INTRODUCTION 



THis tiandbooK was developed to aid school-level administrators^ of 
'the School. Volunteer Ptqgram. ,S*ince J/t must be shared by the Principal/^ 
the School Volunteer Resource Person, and the School Volunteer Chairigan, 
it ^should be kept in a centra^^and easily accessible location withi 
the school* It has been designed, ^o that any additional forms ox/ appro- 
priate pages may be ► added easily,. , 

It is organized into five sections which are outlined ^01/ the. Table , 
of Contents page. ' All inquiries regarding the use. <)i^^this Handbook . 




fehould be directed to the appropriate Schopl^t^lunteer, Program Area 
Specialist or the Central School Volunteer Program Office. 
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)SVP J^ESOURCE PERSON JOB DESCRIPTION 



Responsibility :' 



The School Volunteer Program Resource Person is responsible to the principal of 
the schodl in which he is regular staff member. 



Major Duties : ^ , , * ' ' 

Serve as a liaison between the school and the couniywide school volunteer 
office . \ ' ' 

2. Serve as a resource Rerson to teachers in the training pVogram for the 
use of volunteers, using the B-2 Volunteer Education f^odules/ 

3. Assist the School Volunteer Program Chairman in. presehting the training 
program for volunteers at the local school level, using the ^2 Volunteer Education 
Modules oY* other training techniques^ . • * . . ' 

4* Ptace volunteers in the school according to documented needs* ^ 

i * " , • ' ^ \ • . ' ' ' 

5*^ Assist iti the'administering, compiling and interpreting assessment in- 
struments used to audit the effectiveness of the program. 

6* •Provide feedback to the area and district school volunteer office on the 
' functioninij of the School Volunteer Program. . ^ 

7." Fdllow procedures outlined in the SVP Leaders' Handbook , . 7^ . 

Qualifications : , ' ' . • ^ * - ' 

1. Regular school staff member. 

2. Interest in volunteers as assistants in. the school. ' 

3. Willingness to cooperate with area and district staff to implement the 
School Volunteer Program. " » \ 

4. Have permission of principal to attend periodic all -day workshops. 

5*.^ Be a peif^son who communidaties. effectively. with the school staff and 
perso.ps in" the coimuaity. , ^-^ • . ' 

; ■ • ■ 8^ . .. . 

■ ■ -i-i ■ " . . ■ . " 
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Responsibility: 



SVP VOLUNTpR CHAIRMAN JOB DESCRIPTION 



The School Volunteer Program Voluhteer Chainnanis responsible to the principal 
of the school In which he Is working. 



\ 



Major Duties t ^ . - / \ • 

L Recruit and-lntervlew volunteers. " - • " 

<^ ' - ^ , 

2* Present basic orientation for all volunteers In a given school, using 
Volunteer Education training niaterlals. ^ ; 

3. Be avallable.ln the school a minlfnum of 2-4 hours a week td work with 
Volunteers In carrying out the program. . • 

4. Attend periodic workshops sponsored by the School Volunteer Program. 

^5.. Maintain attendance and registration records^ 

6. Assist In administering and compiling assessment Instruiiients use<jl to 
^ evaluate the effectiveness of the p.rogi'am. 

'7. Prepare. resumes on vol unteer^* contributions. - * 

8. Follow, procedures outlined in the SVP Leaders' Handbook. 
Qualifications : 

l/ Demonstrate skill in dealing with members of the community* 

2. Have some experience in volunteer work^ 

3. Be wffling to give a minitnum contribution of one semester as chairman 
of volunteers. . . . - 
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WHA^lS Ar eOOT VOLUNTEER RESOURCE PERSON/VOLUNTEER CHAIRMAN 

A good volunteer chairman is no^t prejudiced against valuccteers in general* 
He appreciates their help and welcomfes them as valuable teammates • 

He is not only a checker-upper but a builder-upper aa well. 

He does , not take volunteers for granted and he realizes that they owe him 
and his School Volunteer Program nothing. He appreciates the fact that 
these , good citizens have given up their time in which they might havp been 
doing something for their own pleasure or profit* 

He welcomes them Into the S^chooi Volunteer P^rogram, keeps them acquainted 
with important developments in the work and indudea them in sharing some 
of the pr6gram'* 8 successes. ^ 

He makes himself easily available for questions or general discussion about 
problems on a onento-one, man-to-man. basis • N6t only is he willing to 
listen to the newcomer's ideas but he makes it a point to welcome and ~ 
encourage creative. thinking. ^ 

'hc and his. staff try to know the volunteer as a person, possibly unearthing 
hidden skills and talents hertofore tmkhown and unused .by the program. 

H€t uses democratic methods » substitutes auggestlqns for orders and dtes not 
lean top heavily on his own authority and position. 

He is concerned about/ the volunteer's complaints and displeasures and 
evaluates them carefully to do what he can to^orrect them. 

He supplies, new ^source materials which will help the volimtefir on his 

job and encourages and guides him ifv his -reading of professional material. 

He encourages volunteers to make small decisions (if they are not 
related to ^school policy) but watches closely to avoid big mistakes,. 

He understands that the young lady who is doing some routine clerical 
work in the office may a champion or expert in some other activity 
or subject that the schpol couid use in its program. Once identified, 
he is quick to uiSe these new talents for th6 benefit of the school. 

He Is quick to. comprehend which volunteers can and regally do want to do 
more than they are presently doing. By the same token, he watches to 
see that the:^ responsibility given tp a volunteer does not overburden him., 
or threaten to lead hUm toward failure and frustration. 

He will make the nece^ssary arrangements IfMt is determined that a 
volunteer's duties, responsibilities, or general job desctlption need _ 
to be modified in any way. He is able. to rfecognize when a voluntaer is 
r eddy for additional or special training. , i * . 



He makes it a point to arrange for a social reception for iiew voltinteers 
to meet the regular professional staff and some of the older volunteers* 

Ke is able to determine when a volunteer is thinking of quitting^ In such 
a case, he should arrange, fon a PRE-EXIT INTERVIEW to try to adjust 
matters and save what might become a happier. volunteer. 



School Volunteers want their supervisors to- 
-keep in "closer touch with them 



-provide good working conditions 
-give good training and supervision 
-build up their morale ' > . . * 

■ - . • y- 

-treat them fairly and impartially . ■ 
-give them meaningful services to perform 

How to supervise volunteers 

follow guidelines of job descriptions ^ - 

-give careful, but not verbose, instructions 

talk to volunteers on a one-to-one basis whenever possible and create 
, a warm friendly atmosphere 

< ' „ ' ' ' ' * * 

respect the volunteers? abilities 

be accessible— but stay in the background : 

outline a procedure for school, staff members who desire the serviced 
of a volunteer * ' 

assign the volunteer _to an Individual staff member 

introduce the volunteers to the staff or person In the program to^ 
whom he is responsible. 



: ■ • • ' ■ u .. ■■ ■ :. 

SlIEPS FOR SETTING UP A SCHOQL-LEVEL SCHOOL VOLUNTEER -PROGR/il (SVP) 



!• prient, principal to SVP.; " . ./^^^ y 

A. - Present a history and overview of the SVP^-^, - ^ / * ^ 

B. Describe' the organization x)f the SVP. ' • ^ *; ' ^ 

C. Explain the' advan targes of .having a^SVP. ' ^ ^ , - - * 

D. Identify the volunteer job categories and components from which volunteers came. 

E. Qutline the^'-duties of the SVP Resource Person and SVP Chairmaxu^^^" 

II. Identify and train the SVP Resource Pefrson .and SVP Chairman. 

A. Complete SVP R^esource. Person and SVP Chairman Identif icatijon Forms. 

B. Discuss SVP LeaciCTiJs, Handbook' . ' ; ' / 

C. Clarify duties ♦and responsibilities. , , ' ' ' _ ^ . • 

D. Plan major activities and establi&h time line of events. 

E. , Identify resources. ' * , " • I 

F. "Set up com?^unicat±ons system including school-^level leaders and Area 
. / Volunteer. Specialist. • . ' . 

III." Orient Faculty. -.^ - . . 

*A. Present information. * ' 

1. Include history, orgsfnization, *accompl;Lshment3, components, 'volmteer 

, job categories, etq. ' . ' . ' . 

2. Use raedi^ from Central and Area Office(i.e. ^the 10 minute ^color fllmJ"V'^^, 
or the 10 minute, slide/ tape presentation, "Service With' A^Smile'V.) 

^ . B. Assess needs.' - ^ . . * . \ , ' ^ - . 

;C. Strdss cooperative role of teachers and volunteers. 
• * ' ' - ^,»'* ^ / 

IV. Recruit volunteers. . , ^ \ / " 

A. Identify potential sources of volunteers. ' : < ^, 

^ B.. Plan recruitment campaign .for both regular volunteers and Commidiity Resource . 

, Volunteers^ - • - . ' " 

, ' C. Co-ordinate recruitment campaign with other school/community activities, 
(i.e. Back-to-bchool Night, *P.T.A. meetings, American Education J^e^k.) 
'D. Prepare publicity materials (i.e. flyers, posters, etc.) / ' . ' 

, V. Orient volunteer© ' . * j ;. - ' 

A. ^ Fill in registration form mid .explain sign- ii^ procedures. ; * 

B. . Explain main parts of the SVP of Miami .r ^ i \ * 

C. Explain guidelines and policies of scftool- level SVP. ' ^ 

D. ' Ihtroduee key personnel. ' ^ . 

^ VI. Place volunteers. \ . X' ' . 

A. Match volimteers to teachers' needs. ' <■ 

B. Iitform the volunteers,:\teachers , ahd principal. • / ' / 

' C. Review: plaicemehts peklo3icaliy» . ^ ' : ' 'i , 

D. ' Make recommendations for following year. .\ ' . «^ ✓ ^ 

VII. Train voluntders. ' ;v. ^ - ^ . - , 

A. Plan for various levels of training (i.f.. on-the-^ob ^th tethers, Tby subject , 
\ area with consultants, ate.) \ ' ^ * v 

B. ' Monitor training. '\ ^ ^ ' ^ / " ^* 

" ' , * * ' . (cont.) 
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STEPS Ft?R SETTING UP' A SCHOOL-LEVEL SCHOOL VOLUNTEER PROGRAK (SVP) 

• ■ ■ • ■ ■ \ • ' '■ - 

Vlllr ^Monitor the progress of the program. • ' 

A* Secure on-going, fe.edback from teachers and v6.1tmteers. 
B. Solve , problems if they arise,, .,1 
C» V Promote commimication and act as liason. 

D. Secure. from appropriate sources the necessary support materials (l.e* 
sign-in forms, buttons, etc.) * 

E. Prepare bi-annual report. > * ' 

IXt Evaluate the progress af the program.* 

A. Plan far and conduct periodic and final evaluation activities. 

B. Make changes based on evaJcuation information. , ' , 

■ / 

X. Plan for tlie fallowing year's program. 

A., Hold planning meetings with- new leaders. * - » 
.B./ Provide for* the transfer of material^ and records. . . ^ 



II/ -WITH WHOM DO SVP tEADERS WORK? 



ERIC 



•14 
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TH? SCHbOL VOLMTEER PROGRAM '^^ 
. OF MIAMI FLORIDA > \- 


» • ♦ 








* • ' ' » ' 

1 , , • ' ' , • 







' C^NTR/tf: OFFICE - ' ■ " , . " 

School Voiunteer Program of Ml<nd 

Dade County Public Schools ^ ' 

1451 North Fay shore Drive. 10 th Floor • 
Miami, Florida 33132 
Phoftet 371-24ai 
. School Wail^Code: .A-1 - ' > , 

, Coordinator of Volunteer Services - 
Dr. 'Audrey H» Jackson . , '^^ 

Secretary: Jeanette Woske - 

« * * ♦ 

Coordinator of Televl^on Training For X-T.V* 
Nancy Cooper 
. Secretary:* Dovie Nichols^ ^ 
Volunteer Specialist (TSA): - ^ 

lauren Swlimey 
Lou/Alexiou 
/ . • * Cii^dsr Morgan % 

Producer /Direct dr: Tim Ifartin * 

- » 

Coordinator of Training Program ^ 
Gina Craig ^ ' ^ ~ ' 

f Secretary: Lynn Sutton 
Volunteer Speci'ilist' (TSA): • ^ \ , 

pebble Coursey ^ ' 
Miriam Sager ; • 

Community Resource Guide Specialist (Clerks) : 
* Karen Summers 

Henrietta Bilhotn 



.AREA- OFFICES 



ice ?hone: 891-8364 . \. ; 



I 

t 



Northeast Are^i Office 
14027 H:w. 16th Court 
North Miami', Florida .33161 
Area Superintendent:: John Eatle . 
Area Volunteer Specialist s Linda, Traylor. 
Area sVbliiateer Aidei 
ScKo&l Mail Cod4; I-i| . . 

Northv?est Area Annex Fhoneh 685-8265 
5987 East 7th, Ayfenue • • * " 

Hialeah, Florid^. 33012 . 
' Area Superintendent: &rl Wells - . ' v 
Area Volunteer/Specialist: Don Schwartz 
Area Volunteer/ Aide: ,• 
Sehopi Mail Qbdet * XX-5c > ^ 

* " ♦ - 

North Central Area (Curriculum Center) 
Phone: 8^9-4750 
6221 N.,W> 29th Avenue 
Miamiv^ I^lorida ' 3347 - ; 
Area Superintendent: Dr* Je;Ef West, ' 
Area Volunteer Specialist: Jqhaiin^'^ Bullock 
Area Volunteer 'Aide: » * 

School Mall Code: TT-2 

South Central Area Office Phone: 642-7555 
,2201'S;W. 4th Stpeet ^' 
Miami, Florida '33135 . ' ^ 

Area Superintendent: James J. Norton . 
Area "Volunteer Specialist: Thelma Green 
Area Voiunteer Aide:* ^ - v 

School Mall Code': WWW-2 • 



Southwest Atea (Cur^cultim Center Sunset School 

5120 S.W.. 72iid Street ' ' * , : \ 

Miami, Florida 33143' ^ . * I 

Phone:^ : '666-4622 ' ' . . .. V ; - I 

Area^^Superintendent: - Robert Turner , ^' ^ ,j 

Area Volunteer Specialist: JoyUdich ^ { 

Area Volunteer Aid^: , j 

School Mall Code: -EEEE-1 . . - ! 



i 
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South Sub-Area Office 'Phone: 323-1224 
12401 S^W-. 74th Avenue " 
Miami,. Florida 33156 * k ' . 

Area Superintendent: Donald Burroughs 
Area Volunte^er Specialist: Jlpna^oldstein 
Area Volunteer Aide I . * 
School Mail. Code: HNN-lg 

■ ••■.^ ■ .. • ' 
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DIVISION , OF B£S|%iBlLITf OF SCHOOL VOLUNTEER FBOGRAM (SVP) PERSONNEL 



/-■ 



THE VOLTOJTElSSRS aliall: 

7 .;4-V , ^ 



^ ;Ui4et8t«xi(i motlvAtloa and attitudes for strvice. 
orientation and traliilng aeaslont. 



A^A /Volunteer \ ninimtni of two hotirs a weak for the school. 



m 

Arrange fpr a substitute with the approval of tHe School Volunteer 
Chalnnanr • * 



hi 



. f Have Qsterials and Ideas r6ady and activities planned. ^ 

f Complete evaluation reports and records. . * > 

Maintain cpoiunication with the teachers and ichool chairaan^ and 
provide ^information as needed by the SVP coordinator « 

' ' . ^ r 
Hespect confidentiality of educational prlneiplis and processes, pf 
the sdhool and- of ntudants' abilities an^ progress « 

Be willing to receive conitructlye criticism. ^ 

Take' required health tests. * ' , f ' ^ 

Be dependable^ flexibli^ and vllling td be m team partner. 

Be willing to be reassigned, when placeskent is not mutixally acceptable 
ot when a particular child has ^achieved the prescribed goal. 

THE SCHCiOL VOLUNTEER-jSHAIRHAN ihallt ^ . 

/.follow the guidelines itf-' the job description. . ^ 

THE SCHOOL ^^Lmj'mRRESOtJME. PERSON ^^^^^ ' ' . . * ' ' 

' Follow the guidelines in the job description. 



COMPONENTS bF.THE SCHOOL VOLUNTEER PIIOGRAM 



Parfetits General Citizenry - Senior Citizens^ 

This group plays an iil^ortant role In the school-level yolxmteer program. 
They may come as a regular volunteer and serve two or more Houts per week in 
one of, the fourteen jobs^ which have .been describe for voluAteers, or they jti&f 
come ds..ijeeded,an4, s^rve^ as speakers., room jaolihers, diapeifbn^^^ etc* . 




Business /Industry . \ ^ ' . 

This 'group adds 'pother dimension to any volimteer program, Usitig. 
th^x' special job -skills, knowledge, talents or interest, tney serve children, 
as giiest speakers thrpugh the 'Community Resource Guide oxtir^ time permits, 
as regular volunteers • , 



1? 



St\ident£ 




College Students 

Vital to arty well rounded volunteer program is the college'', student. 
Many of. the students voltxitteef as a field experience for their regular college 
class atid earn college credit for time spent working in th^ public schools, 
while* others volunteer because they see the need^ and wish to^help^. extend and 
enrich the, expietiences of others* . 



Turn About Students 



While vJorking dally un4ei; the direction df a teacher' as a tutor or^ 
classroom assis^tanti. these junior and senior high school students help,ynot 
only • their younger 'counterparts i biit also themselvep. ■" 



ERIC 



-Source Of> . * 
Volunteet^' ^ • 


Category 


■ Service 


Regular 


Community. 
Resource 


2+ Hours' 
Each Wfeek 


As Uee'ded 


Parents^ . , ' 


" . /o 




X 0 


r X . . 


General. Cltizetiry' 


X 0 


c • - X 


^ 0 


r X 


Seiitor citizens,;*.. 


. X 0 


C X 


X 0 


X. 


Business/Industry V 


■ ' k' f 0 


e X '■ ' . 


V 

» X o 


% • 

r ■ -X 


'■ ■ . ff ~ 

College -.Students 






X . 




Turn About^ Students 


X 


* 


X . 
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It I SCHOOL PROGBAMS WHICH NEBIi ^PE(|lAL HELP , ' 

!• • iffiADiNG Systems. - ^ ' . . . , . _ 

The Dade Comity Reading Systema has been developed by the Division *of 

Instruction y Dade County FuSllc Schools* Projections £br the 1973-74 school 

yeat indicate that approxlvately 1,200 teachers^ be using the system 

.with 36 » 000 students* The assessment /Muagement^sy? tern, itself ^ is designed 

to be used with any/ reading materials in the school* It include^ {provisions - 

for th^ testing ofi^oth decoding (word attack) 'and comprehension skills 'from 

primer through *s if th j^ar readability levels* It presently contains 48Q , 

decoding and 201 ; comprehension objectives. All objectives are categorized 

and assessed in a total of sixteen puj)!! assessment booklets. There 

I ' • . ' 

' ' . ' .^ -^ ' h ^ * - V ~, . 

are also two placement tests » one fot decoding and one for comprehension* 

2* iWamTics ^jysTEMs ^ - ^ , , ^ 

' .The elementary mathematics ptogram deyelo]^s the. basic cojicepts>« relations, 

operations dnd properties^. associated with sets,\nune|catlon, geometry r^aea- 

*•« - ' ' 

/- <v ' . ^ — - 

''surement, .probability, statistics and logic* The toajor^ dimensions ^of the 

progrW are: computation (fapeed skills), raaspnlng (power skills) •and the 

underlying pre-number akllls* .Systems approadies to mathematics employ a 

technology and the component a, or siibrrsys terns, for Individualizing instruc- 

^ : ' ' f ' . - ' V ... ^ ' • ' ' 

tion for potfentfially gifted, average nx^i below average students in the 

regular classroom and school sefctlng. " Systems approaches include: * . 
^ , ii» .^An assessment sub-^system ^ *^ 

b. An Irfsttuctional sub--system ' ^^^^ 

_ c* Classroom* prganizatlonal. or instructional management. sub-<system ^ 




The Kindergarten Progr«ai» developed by the Southwest Regtonel Laboratory 
(SWRL) for Educational Research and Development vlll be used with more than 
lOyOOO students In 161 schools In Dade County during the l973<-74 school 
yearr The SWBL Program conslat&tof two basic systems and sup^rt sys terns « 
The first basic systSa, The Instructional Concepts Program redevelops 96 
cohce'p tsr colors^ y sizes, shapes, amounts, positions, jpre-math and pre-reading . 
terms ♦ The second system. The Beginning Reading Program ^ includes recognition 
of word elements and letter names, a reading vocabulary of 100 words and | 
the abill^ to attack words composed jn learned elements* These skills, . 
in addition to beginning comprehennabn skills, provide the basis for a 
V child' 8 future success in readl«« To ensure each child every, diance of 
success, SWRL includes support systems whereby specially prepared materials 
enable non-professional tutors and parents to supplement regular classroom 
Instruction. ' ! ^ • ' ; 



4, "LISTENERS" • ' ' ' S ' 

this' prograa,.- developed * co-operatively with the Dade. County Mental 
Health Association and the School Volunteer Program, recruits, trains and. 
places volunteers to act as .listeners to elementary level stti^nts^ The 
listeners work under the direction of an elementary school cpunselor who 
selects the students aiid supervises the pro^tam* Working on a one-to-one' 
or small group, basis, each listener attempts to build a positive, relation* 
ship with the students]* The i>rogram is not crisis-oriented, it metely . 
tries to lessen anxiety and create an ope^^teosphere*— Additional In^ 
service training and a4vice is provided^ by the professionals in the Mental 
Health Association. ' ^ ^ . ^ 



DURATION OF JOB; 



DUTIES OF.OOB: 



TYPE OF "WORK: ARTS ANI> CRAFTS ASSISTANT J • ' [ 

BACKGROUND: As the schools of Dade Count;y seek 'ways for each . . 

student, to .discover and develop "all of his abilities 
to the fullest, a<*/ide> variety of .arts and cyafts 
activities are needed. ' By working withVthe teacher 
tOihelp students develop their creativity, and feel 

: V. - - .proucl, of tbeir aQcoippHshments,. the volunteer will .. , 

provi<ie many jipportunities to students that would 
J not otherwise be. possible., 

Minimum of two ho^rs per week for one semester,, 
during regularlvcestablished s<:hoal hours. 

J} ' - Z'-^ . ^ , 

Work under the qirectioh'^and in cooperation with 
the art br-classroom teacher. Generallys the 
assignment will include.bne or mdVe'of the following 
* ' tasks: > . * 

1. Assisting with the placement of arts and crafts , ^* 
materials and equipment in rooms scheduled for use. . 

* 2. Preparing^^arts and*craft 'materials for student, use. 

'3/ Preparing^. art materials per i^uests from' teachers. 
t ' ' ' \ f^^, ' 

4. Helping sjt.uderKts assume ^responsibili ty ^ for proper, 
. care and cleaning of materials. ^ 

5. Encouraging* students to explore new techniques, 
uses, and effects of a variety of* art materials. * 

6. , Helping with inventory of supplies. ' , ^ 

7., Giving individual help to a student of: small 
, ' . group of students\under tKe direction, of the teacher. 

B.^Assi^lting \yith the filing ^nd maintaining records . 
>. of progress on student art projects* *^ -V 

TRAINING PfiOVIDED:' Pif^-service-and inservice traiiiing^i!(Ul be provided. 



VOLUNTEER ' 
QUALIFICATIONS; 

CONTRIBUTION:". 



Cooplerafeive manner; ability to relate well wi^ 
pthefs, t^pecially children'and youth; interest iij.' 
i^rts and crafts; willingness to follow directions. 

Provide additional opportunities ITbr arl and classr 
ro6m teachers to use arts aflid crdfts activities to 
i.ndivi dualize instruction. 
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ERIC • 



ii-r 



TYPE OF WORK: 
BACKGROUND: 



DURATION OF JOB: 



DUTIES OF. JOB: 



.AUDIO-VISUAL ASSISTANT • . , • . ; 

AS the schools of Dade County seek to Individualize 
Instruction as, much -as pQssil)T6, a. variety of multi- 
media materials' and equipment aye used., Wth the .' 
existing de,mands that are made on teachers, there". . 
is Tittle time available for th& preparation of thdse 
materials and equipment; thus the assistance* of a 

volunteer skilled In this arpa grpatly a<;«;ij>t<t thp 

teacher In better provfdfhg for the students' needs. 

Minimum of two hours' per week for one, semester, 
during regularly established school hours . 



Work under the direction and in cooperation with the 
. • ■ librarian or audio-visual teacher. Generally, the 

assignment will include one or more of the following 
taSI^: - - V. 

»• • 1.- Operating audio-visual equipment. . 

' 2. Delivering films^and fjjmstrips to teachers. 

' ^' 3. Preparing film reqaests for teachers. 

' ^ 4v Preparing overhead projecttials. ^ _ 

,5. Assisting with the placement of audio-visual 
equipment^in rooms Scheduled for use. . , ^ . 

TRAirnNG PROVIDED: Pre-service and inservice training will be provided. 



VOOJNTEER 
QUALIFICATIONS: 

^CONTRIBUTIONS: 



Cooperativ& manner; interest in multi -media; 
ability to operate machinery. - ' 

Provide additional opportunities for teachers .to 
use a multi -media approach to indivi dualizing , ^ 
instruction. ' , 



/ < 
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TYPE Of WORK: 
BACKGROUND: 



DURATION OF JOB: 



DUTIES OF JOB: 



■ ■ \' jr- / " ■■ - , • 

CLASSROOM ASSISTANT - ' ' ,. . . ' 

' ' . ■ . • . ■ ^ . ; 

The goals of the classroom teacher are to motivate and 
guide each student to develop to the fullest his ovm 

. potential. Because of the pressure of tliije and the 
number of pupils involved, assistance is needed to > 
perform non-professional but necessary tasks, so the' * 
teacher may devote Ml attention to the accomplish- 
ment of his objectiveiss. . - 



Hinimum.of two hours per week for one. semester, during 
regularly established school hours. 

Work under the direction and in cooperation with the 
classroom teacher. Generally, the assignment* will 
•Include one or more of the following tasks: , 

L Giving individual help or clarifying teacher's 
. directions to a student or small groups of students 
under the direction of 'the teacher. 

'2.. Assisting students with special projects. 

3. Checking attendance,, re-|idmiss1on notes, permis- 
sion slips, telephoning abssmtees as irequested. 

4. Preparing, games, teaching devices and "dittoes.'-' 

* " ■ ■ < ■ ■ 

5. Helpking with Inventory ef supplies and collecting ■. 
money such as fo.r-lunchi fiel,^ trips, etc. 

6. .Sharing resource^ and, talents. - . - ' ; 

7. Assisting in decdrating ro'6m,' cutting mats for . 
. pictures, changing pictures on bulletin board, etc. 



. ■ - ,: *^''8. Assisting in the supervision of %,tudents on the 
" ' •• ancT'on ^^®\*^.,''')^^P^^'^^:?p5- ' • 

TRAINING PROVIDED^'' ,Pre^service and inseryice Vf^iWttg '^l tie pb^^ 



VOLUNTEER - ^ 
QUAllFICATIONS: 



CONTRIBUTION: 



Warm personality; ability to follow directions; Interest 
in, children and education; ability to relate well with 
children at their level. 

Allow teachers more professional time to spend with 
class and individual sjtudents. 

Assist in building individual students self-concept. 

Help students .develop a- more positive attitude toward, 
school and academic achievement. 



TYPE OF WORK: 
BACKGROUND: 



DURATION 0F.0O,f: 
DUTIES OF JOB: 



clef!ical assistant • ' ; . • ■ 

Maintaining accurate, complete and current records 
for each individual student is a major responsibility 
of the school staff. Afrpropriate student pla^cement,; 
adequate school funding, and effective ^school - 
community - hoipe relations depend- greatly upon the' 
work accomplished by the school clerical. st?iff. A . 
volunteer clerical assistant may provide much . 
needed support in this area. 

Minimum of two hours per weelt for one semester, 
during regularly established school hours. ' _ ^ 

Work under the" direction and in cooperate op with the 
school secretary and principal . Generally, the'assign 
ment will include one or more of the fallowing tasks: 

1.. Assisting with telephone by taking messages when 
necessary, ^placing calls wheh directed, checking 
attendance for tardiness and absenteeism. 

2. Assisting with filing (except for confidential 
material)'. . ■ . 



3. Sorting and collecting ditto material 

4. . Operati njg" dupl i cati ng ^qui pment. 



• , .5. Typing forms, letters, .^nbtices^ (optional). 

6. Addressing envelopes, riiessages,.. notices. 

7. Sorting, stamping i and opening>mail. _ 

■ . ' ' ( ' ■ ' 

* 8. Runnjing. errands-, contacting teachers, delivering 
messages', collecting, money or pertinent material." 

■9. Helpilngwith inventory of supplies. 

TRAINING PROVIDED: Pre-servic6 and Inservice training will be provided. 



VOLUNTEER 
QUALIFICATIONS r 

CONTRIBUTION: " 



Accuracy; emotionally mature person who is able to 
fpl low directions with ..a cooperative attitude. 

.Enable secretary to assist principal in more tasks • 
which in tiirn will allow prineipal time for adminis- 
trative and supervisory duties. Nl . *, 



TYPE OF WORK: 
BACKGROUND: 



CLINIC -ASSISTANT 



DURATION OF JOB: 



DUTIES OF JOB: 



As the student, population In each school contlniif to 
, Increase each year, providing adequate health caVe for , 
students becomes a" more* and more difficult task. A 
volunteer clinic assistant may provide valuable ser- 
vices, the educational process by helping 'the teacher 
and school nur^e meet the heal th- nee^s of stu(iehts. 

Mi^jimum of two hours per w^elc^fpr one seiJiester, during 
regularly established school hours, ' 

Work under the direction' and in cooperatiion with p\e 
principal, and public health nurse assigned' to the 
.schooK Generally, the assignment will include one 
or more of the to! lowing tasks: 

- ' ■ " . . . ~ 

I., Keeping th^ health room neat ahd^clean at all times. 

Z. Being responsible for clerical duties regarding 
health services: .sorting, telephoning, arvd ordering 
supplies. \ - f, 

• 3. PerforWhl^ routine vision and hearing screening, 
and assisting in pre-schtiol roundups. 

4. Submitting test repbrts to public health nurse for 
review and possible fbilow-up on health prpbl ems. 

5. Notifying principal at, once in case of accidents 6r 
acute illnesses. Notify paren^ If directed by principal. 

6. Assisting with students sent to clinic because 
of wet, soiled or tpm clothing. ■ ; . 

>^ 7. Being prepared to talk with individual students . 
about hygiene' and its importance. , ' . 

8. Maintaining communication with classroom teachers 
concerning. individual students; " . ' . " ' 

TRAINING PROVIDED: Pre-ser'vice and Inservice training will be provided. 



VOLUNTEER 
(JUALIFICATIONS: 



CONTRIBUTION: 



Ability t6 get along with others, especially youth'; 
reliability; abillty. to keep legible lecords; ability 
to communicate clearl>", neatness; 'warm a'nd understanding 
personality; willingness to accept supervision from 
principal and public health nurse. « • 

Provide school health nurse with -services to help main- 
tain a health program meeting student needs. 



25 



AvPfefOF WORK: ^ COUNSELOR'S ASSISTANT. ' " ' ' . ' ' . 

BACKGROUND,: ^ ' As the schools of Dafie Co'tfnty ^seek ways for each, student 

to acquire the attitudes and habits essential to the^ 
' mainterjfftce'of good ni6ntla1^alth, a need arises fon the 
, assistance of a volunteer ski lied in tHis area. Such ■ ' 
developmental and supplenentary assistance will alToW^the 
teacher and/or counsel oj to better provide for the n'ee^^ 
• of the individual- students ♦ ^ . - 

DURATION OF JOBf Minimum ,bf two hours per'^week for dne semester, during ^ 
.. . * regularly established "school ^hours*^ * - 

DUTIES OF JOB: ,p Work: under the dirieictioji of and cooperation with tije. . 

' principal qr guidance, counsel cJrV Gen'eratly, tife asisign- 
Zmenit^wl^l include one or more of* the following: 
* >' ' * ^ ' . ^ , 

, T. Prerscreening students who request interviews with , 
counseldjr? In ordjar to refer them. to the ap^propriate 
' ^ counselor or agency. (Foif^, example: legal ''problems would 

be referred to the police resource officer, sight and/or 
hearing/problems to tlie school specialist, and confiden- 
i tial matters to the. counselor^ 

: 2. Interviewing the, students wha.request schedule ^or 

classroom changes and interacting with- those whqse re- 
/ quests reflect an easily resolved emotional' or- personal 
situation.' ' : * • - ♦ 

. 3. Guiding the students in the use of resources which pro 
vide information in the areas of occupational '.guidance or 
. ' ■ * ^ ^ college selection. ^ ^ ^ ^ 

4. Gathering information and keeping records.^on guidance 
related topics such as absenteeism, health problems, ebt. 

5. \ Working on projects and interac1?ing with students as 
' directed by the /Counsel61r'. ^ ; 

6. ' Accompanying the cbunsislor and working w^th hijo when 
" \« ' ' approi^ate;- . , \ ' v-,.^/ . ^ 

. TRAINING PROVIDED: Pre-seryjce and inser^tce trainirig wilTbe provided. ,^ ' 

' ' *- . 

.'VOLUNTEER , . • •■ ' ■ 
QUALIFICATIONS:- Ability to relate well to others', especially childrenrTrnd 
. ' youth; patjence; a calm anci stable attitude; a positive 

. , ^, outlook on lifet Confidentiality. , - " V 
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11-12' 



TYPE OF WORK: 
BACKGROUND: .. 



OURATiON OF JOB: 
DUTIES OF JOB: 



TRAINING PROVIDED: 

VOLUNTEER 
qUALIFICATIONS: 



COflTRIBUTION: 



L^tflGUAGE ARTS/READING TUTOR ■ " • 

Even though students have^ varying.! anguage needs, jall 
need to extend the language skills of listening, spaaking, 
resading and writing. A volunteer working with the . 
language arts program can assist the teacher in p;ro- 
viding experiences to me^ the needs of pupils. 

Minimum of two hours per week for one semester, during 
regu\ar1y established school hours. 

Work under the directiorf and in cooperation with the 
classroom teacher or special" reading teacher. Generally, 
the assignment will Include the following tasks: 

1. Obtaining books and materials on requested, topics, 

2. Reading stories to individuals or small groups 
and guiding 'students t6 do free .reading. ' : 

3. Constructing reading booklets and experience charts. 

4. Givlng.individual help to pupils. * . 

5. Operating audio-visual equipment (listening stations, 
" language master, film and film strip projector, etc.)* 

"• 6, . Becoming skillful in the use of^ppctive. questioning. 

7. Assisting the classroom' teacher in provWing a 
variety of experiences in speaking and listening activities. 

8. Assisting in arranging *he classroom setting and 
duplicating materials for planned activities. 

9. Filing written work- in studeM's work. folder. - 

Pre-service and insfervfice training will l?e provided. 

. Warm^lncere Interest In people particularly children 
and youth', some knowledge and ability in the area of ^ 
language arts; patience and dependability; willingness 
t6^ follow directions. • 

Develop in each student a love for reading and awareness ^ 
of language; help 'the student to see himself as a person 
who can successfully relate to others; foster the 
concepts of literary skills; assume a supportive roTe 
thereby freeing the classroom teacher to utilize her 
professional training in 1ndividua.l1 zing, instruction. 
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DURATION OF JOB: 



DUTIES OF JOB: 



TYPE OF WOfiK: LIBRARY /MEDIA CENTER ASSISTANT 

BACKGROUND: As teachers seek to . encourage students In the dlscovety 

approach to learning, use of the materials In the 
school library becomes increasingly more significant . 
- ^ in the educational program for students. More mean- 
ingful and creative student and teacher use of library 
. resource material may be established with the assis-tance* 

and support of a volunteer Tiorary assistant* 

••• ' . * 
Minimum of two hours "per, week for one semester, 
during regularly established. school hours. ' ' 

. Work under the direction andMvi cdopBration with the 
. » school librarian. Generally, the assignment #31 in- 

clude one orirore of the following tasks: t. 

" , .1. Writing order cards; . . , 

■ 2; Checking in new. books' (listing publisher^ author 
and title of book In library .if^cord. book)'. -;: 

, ■' ' 

3," Checking In the new books , against «1nyo1ce, • - , 

• ^ , ' - h _ ' . ' 

} \ .4. Preparing pockets, and cards for^new books. ' ■ 

^ 5, Pasting pockets^and date due slips in books. 

'6. Stamping books with ownership stamp. 

7, -Lettering spine of books loptignalj. 

.8, Shellacking books. * ^ 

9. Making minor book repairs. - ^ 

[ ^ ' . 10. Filing (optional). ^ ^ ' 

11^' Reshelving books. / * 

**** ' " ' . . 

; • 12, Checking order of books on shelves. ' ^ 

TRAINING PROVIDED: Pre-service and inservice training will be provided.; 



VOLUNTEER 
QUALIFICATIONS: 

CONTRIBUTION: 



Cooperative attitude; cheerful and willing to follow 
directions; interested in students and their reading; 
leaible handwriting (typing useful). 

Speed the avail ability of books to students; give the 
librarian more time to utilize his professional training 
to work with teachers, classes, and individusil §tudents 
in making fpll -use of library resources. 



TYPE OF WORK: LISTENER ^ , 

BACKGROUND: " . As the schools of Dade County seek ways t^r each student 

to acquire the- attitudes and. habits essential to the - 
* , maintenance of good mental health, a need arfsts for , 
i:> assistance of a volunteer- ski lied in this area.. Such 
* , V'developmental assistance will allow the teacher and/or* 
- . ' . counselor to better, provide for the needs ,. of the 

individual students. 

DURATION OF JOB: Minimum of two hours per week for one semester, 

during regularly established school .hours. . 

DUTIES OF JOB: Work under. the direction 9f and in cooperation with 

the principal, guidance cdunseloV^ or teacher as a 
non-crisis oriented Is^y listener. Generally, the 
assignment will include one or mo1^ of the following. , 
tasks:' . . - . V ■ 

"* - , • < . ■ ■ ' ' ■ ' ' ■ 

1. 'Consulting with the principal guidance counselor 
* • and/or teachers. , 

2. Developing' a friendly, "Supportive relationship 
with assigned students. 

■ ; r.-jj'i- ' ■ • 

Y 3. . Planning ac'tivj ties which will lead to increased 
' • - communication with assigned students. — 

4. Providing a pcfsitive model' without forcing own" 
■ , ' values. ' , / > 

• ' 5. Listening to the thoughts and feelings of the 

. assigned students, *^ , ~ . , 



, 6. Keeping brief observative note's on the progress 
. of assigned stud'ents. " . , > , 

7. Participating in regular feedback sessions designed 
to increase both perception and skills. 

TRAINING PROVI-DED: Pre-service and inservice training will be provided. 

VOLUNTEER . Ability to relate well: with' others, especially children 

QUALIFICATIONS: and youth; pat1enj:e and qooperative attitude in working 

,with students; a staWe., calm attitude and positive 
% . \ . outlook on life. " , " 

^ ' . ■ . .."•»._„ 

CONTRIBUTION: Provide individual attention to selected students 

; . through the development of a positive, supportive 

^ ■ relationships where the stud'ent would feel free to 

express his feelings and thoughts- ^ — 

'* . • ■ . 

' ' ^ ' '■ ■ • ,20 - , ' ■ 

11-15 ' " 



DURATION OF JOB: 



DUTIES OF JOB: ■ 



TYPE OF WORK: . MATHEMATICS TUTOR ■ * • i. • : . ■ . 

BACKGROUND: ' As the schools of Oade County seek ways to develop ways.. 

for* alt students to" Iwprovl their math skills to the . 
maxlmum of thelr.abilltles, the opportunity for some 
students to work Individually with a tutor may maVe the • 
> , . difference t-n determining whether or not he learns and 

likes math., A VoTunteer math tutor may provide Impor- 
, "tant individual attention In meeting, ar student's needs 
■ . in this area., .. ' . , ■ ' . 

Minimum of two hours per wefek for or^jB^emester, during 
regularly established school hours. 

Work under the direction and In coop.eratlon with the 
classroom teacher, math teacher, remedial teacher, , 
or other* person designated/by the. principal . Generally, 
. the assignment' win include one or more of the following. 
/ - tasks: 

1., Giving individual help to Individuals or small groups. 

2. Preparing Jnath games and teaching materials. 

3^ Duplicating ^materials for. use in class .and at home.^ 

V ^4. Talking with students to help them discover how to 

^ apply math skills to real life si tuat1on% outside of the ^ 
classroom, (e.g. , relationship to purchasing, science, 
.sports, etc;)- . . / 

5. tlarifyi^ng teacher 4 'directions to individuals. 

6. Assisting with record keeping. 

. 7. Reviewing previously taught math skills with absentees. 
. * 8i MaYntalning and repairing special math equipment. 
TRAINING PROVIDED: , Pre-service and Inse.rvice training will be provided. 



I 



VOLUNTEER 
QUALIFICATIONS: 



CONTRIBUTION: 



Ability to relate'well with others, especially children 
and youth; some knowledge and ability in new math; ^ 
patience and cooperative attitude in working with students;; 
willingness- to. follow directions., - \ . 

Allow teacher^ more profe'sM onal time to spend with 
class and individual students. , Help students develop . • . 
a more positive attitude tow^a school' and math. .Assist- 
in building individual student's self-t:oncept. , 
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jy?t OF WORK: 
BACKGROUND: 



DURATION OF JOB: 



%riES OF dOB: 



. PHYSICAL EDUCATION ASSISTANT , •"■ ' 

In seeking toj^vtde a wider variety, of experiences for 
* • students thrbiigl^^ physical education, tfie need arises for ' 
skilTed volunteers to work in this area. Theft the teacher 
can better provide for. the needs .of theyitidivldual students. 



Minimum of two hours per week. for. on^ 
regularly established school hours. 



semester, during . 



Work under the direction and in coo(ferat1orr with the 
classroom or physidal education te/cher. the suggested 
duties inay be classified under three, headinos. Generally, 
the assignments will include one. t)r more off the following 
tasks: • : ■ \ ^ 

1. Educational Materi^ils Assistant - preparing. materials 
for Instruction; maintaining bulletin board displays, 
operating audio-visual equipnjsnt.- 

a. Take care of equipment room and equipment.^ 

b. Make periodic safety checks of equipnient. 

c. Help maintain indoor and outdoor playing areas. 

d. ^ Help construct teaching aids. ' 

2. Instructional Assistant - demonstrating skUls, 
assisting individual* Students, and performing some of the' 
assigned duties of a Clerical Worker or Educational 
Materials Assistant. 

Assist at fire drills. 
Enforce safety rules. 

Assist at.playdays, exhibitions. and sports days. 
Serve as an official for contests. 
Supervise non-parti cl4)ating students. ^ 
Assist with, physical fitness testing program* 



a. 
b/ 
c. 
d. 

€. 
f. 



> 3. Clerical Worker providing clerical assistance 

.. performing some of the. uuties of an Educational Materials 
" Assistant. . . ' ■ 

a. Check attendance and maintain student records, 
b; Unpack, count and stor^ new equipment. 
•: , . c. Distribute and collect equipment'. 

• • d. Hak6 periodic inventory of equipment and supplies. 

e. Duplicating materials for tests, etc. 

f. Assist With correction of objective test^. 

TRAINING PROVIDED: Pre-service and inservice train1ngwlll.be provided. . 



VOLUNTEER 
QUALIFICATIONS: 



"CONTRIBUTION: 



ERJC 



Interest in sports and. physical- activity; emotionally 
mature, dependable, sound character; ability to do clerical 
work; ability to get along with people, especially youth; 
Willingness to server good health. . - 

Provide opportunities for the teiicKer and physical 
education instructor to better serve the needs of tlie 
individual students in the program. . 

■• ■• ' 31. ' ' • ' 



TYPE OF WORK: 
BACKGROUND: . 



OPAtlON OF JOB,: 



DUTIES OF, JOB: 



/ 



TRAINING' PROVIDED: 

VOLUNTEER " 
QUALIFICATIONS: 



CONTRIBUTION: 



SPANISH ASSISTANT/INTERPRETER . , , 

The increasing numbers of Spanish-speakers in our 
community, and especially-^of parents who cannot 
understand English, make it' necessary for our schools 
to depend on an. interpreter to establish effeetive , , 
communication With a large nuirber of homes where only-; * 
Spanish is spoken. - . . 

Minimum af two hours, per week for one semester, 
during regularly established school hours. 

, ' - - -. • 

Woric under the direction and in cooperation with a 
Cuban aide or a native Spanish-speaking. teacher. _ 
Generally, 'the assistant interpreter may do one or ^ 
more of the. following tasks: 

1. ' Writing 1n Spanish - not merely translate - all 
communications such as announcements, permit slips, 
etc., that go from the school to the parents in 
Spanish. " . ' , . 

2. Speaking to parents and other visit;,ors in Spanish 
as they come the. schpol, and interpreting their 
needs to the. appropriate'Jchool personnel in English. 

3. Speaking to parents .in Spanish in order to interpret 
school policy and rules during interviews with' principal 

" and other school personnel. 

4. r Interpreting in. Spanish for the, benefit of newly. _' 
^rived students during interviews with school persojjjjel. 

5. Writing English versions of notes coming f.rom 
home in Spanish. 

' 6. Writing Spanish versions of notes, to parents or 
comments on report cards written i)y teachers. 

7.* Serving. as Interpreter for Spanish-speaking parents 
at, parent teacher meetings. 

Pre-service and inservlce training witl be provided. 

Courteous, friendly manner, ability to speak and write 
English and Spanish fluently and correctly, as an ) 
educated native speaker of either language-. . \ 

Provide effective qommuni cation and understanding 
between School and home in communities that are highly 
populated with Cubans and other, Spanish s^peaking groups. 

- - .3-2 : ■ ^ ' ■ 
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PE OF WORK: 
BACKGROUND: 

DURATiON OF JOB: 
rMllES OF JOB: 



4 ^ 



VOLUNTEER 
•QOALIFICATIONS: 



SPECIAL ACTIVITIES VOLUNTEER 

Schools in Dade County have a number of activities that 
offer occasional but important support for both Instructional 
and non- instructional programs^ Such special activities are 
often carried out with the cooperation of volunteers. ^ 

As needed by the school for the duration of a particular 
project. 

Work under the direction of the principal of the school 
or his designee. Generally the assignment will include one 
or more of the f&llovring tasks: 



3. 

7. 

' ^\ 
10. 



Serving on school advisory corrmittees, P.T.A. ,or 
special task force. 

Assisting with the planning and promotion of schools 
events sugh as carnivals or fairs by preparing 
decorations and food, setting up and manning booths, 
serving as social directors. , / 

Working in the school store, 
t Chaperoning special events such as plays, dances, 
athletic meets, field trips. 

Assisting with the opening/closing-of-school tasks. 
Assisting with such official school fund raisincK 
projects as: selling snowcones, bake sales, etc.^ 
Prqyiding^ransportation- W special i}rojectsT y 
T\ssi sting with such eventsf^s career fa^ts. Amen can 
Education Week observances* etc. 
Serving via special groups' such as band parents, 
team sponsors. 

Providing special goods or services^ such as donating' 
food or other items, printing materials, providing 
meeting facilities, etc. 



TRAINING PROVIDED: None 



CONTRIBUTION: 



To be determined by each task organizer based on the 
specific activity to be accomplished. ^ 

Provides the $phool with additional personnel and/or, 
^ resources to use for special occasions. 
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TYPE OF WORK: SPECIAL EDUCATION ASSISTANT 

BACKGROUND:, Students who are 1n Special fducat^on classes have 

special needs and demand more Individual attention than 
the pupil In the "average"-classrooni situation. A 

^ ^ \- volunteer working in the department of Special Education 

can assist the teacher as he attempts to provide for 
the many individual needs of these exceptional students. 

DURATION OF JOB: Minimum of jtwo hours per week for one semester, during 

regularly established school hours. 

DUTIES OF JOB: Work under the direction of and in cooperation with the 

teacher. Generally, the assignment will Include one or 
more of the following, tasks: 

- 1. Assisting in eitab^ishirfg activity comers. 



M. 2. ?6ad1ng stories to student's. 

^ 3.. Assisting in supervising play activities. 

4. Filing written work in the students' work folders. 

5. Preparing aiid duplicating materials for activities 
and 'in keeping records of such materials. 

^ 6. Giving individual help to stydents. 

7. Operating audio-visual equipment (film projector; 
film strip' projector; listening stations ;^tc.). 

8. Assisting with the supervisiort of pupils who are 
going from the classroom to other areas. ^ 

TRAINING^ROVIDED: Pre-service and inservice training will be provided. 

VOLUNTEER Cooperative artd cheerful attitude; willingness to follow 

QUALIFICAtlONS: directions; intep^t In students and in their adjustment 

to school life. ^ 

CONTRIBUTION: Assist exceptional students as they adjust to school 

' life (to build a more positive self-image). Increase 
the amount of time the teacher has to do actual teaching 
by assuming a supportive role. Develop a channel of 
communications between the school and the community 
regarding the public education .of.exceptional students. 

. / 
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TYPE OF WORK: . 
BACKGRI3UND: 

DURATION OF JOB: 
DUTIES OF JOB: 



STORY TELLING AND/O^f'^BOOK REVIEWER 

Books and' reading materials can become a meaningful 
part of a student's life by introducing him to 
selected literature through story- tenders and book 
reviewers. 'Telling stories or reading parts of a 
book in an interesting manner may motivate student's 
interest in a \?/ide variety of; reading Tnatea||a,ls . 

Minimum- of two hours per week for. one semester, 
- during regularly established , school hours. 

W5rk under the direction and in cooperation with the 
librarian and/or classroom teacher. Generally, the 
assignment will. Include one or more of the following 
tasks: • ^' 

1. Checking with librarian and determining what classes 
will be scheduled on the day of assignment. 

2. - Obtaining recommendations from teacher or librarian 
as to kind of story or book to be highlighted. 

3. Checkihg with librarian for appropriate filmstrips 
or available records. \ . ■. 

4. Practicing and preparing' at home for one.or more 
classes by becoming familiar with the boo1< or story. , 

5/ Preparing questions which will 'encourage students 
to' participate in discussion. 

'e. Telling a story or' reading parts of a selected ♦ 
book to one or more classes. ^■ 



TRAINING PROVIDED: Pre-secvice and inservice training will be provided. 



VOLUNTEER 
QUALIFICATIONS: 



CONTRIBUTION: 



Warm jpersonality; clear speaking voipe; abilttyto 
relate well to students and staff; interest in reading 
andnn students; emotidhally mature; dramatic flair 
helJ^'fuT. 

Motivate. in a very special way student's interest In 
reading. 

Build student's 'kelf-confidence by identifying vii th him. 

Give the librarian more time to utilize her professional 
training to work with individual students. • \, 
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EMC 



TYPE OF WORK: SUPERVISION ASSISTANIT IN THE CAFETERIA^ HALLS. PARKING . 

■ , LOT OR PLAYGROUND AREA . 

BACKGROUND: Every experience throughout the school day is a learning 

experience for students, in addition to those planned 
learning activities within the classroom walls. Between' 
classes, during lunch, on the playground, or before and 
' after school, the volunteer supervisor may offer mean- 
ingful assistance to students, as well as serve as a 
*. behavior model, forjielping students have a successful - 
school expedience . • . 

DURATION OF JOB: ^ Mini mum. of -two liours per week for one semester, during 

regularly established school hours. 

DUTIES OF JOB: Woric under the direction and in cooperation with the , 

School principal ,- School Volunteer Resource Person, or 
other person designated by the principal. Generally, 
^ the assignment will include one or more of the • 
following tasks. - , . 

1. Assisting students, parents, volunteers, or visitors 
to their destination on the school campus. 

^^^^ 2. Helping students and visitors abide by the school . 

^ rules and poHcies concerning hall passes, visitor's 

passes, safety rules, cafeteria policies, etc. 

3. Talking with students who are fn the halls between 
classes to help theiti locate and return to their class- 
or other destination. 

4. Communicating with students in a helpful and friendly 
manner to let them know, of y-our Interest in them and 
.their problems. . • 

-5. Helping students make an orderly and 'quiet transition 
^ from one area of the school campus to others while they 
are in'such jireas as 'the halls,, cafeteria, parking lot, 
bus loading zone, pliorground, etc. 

TRAINING PROVIDED: Pre-service and i nservi ce training will be provided. 

VOLUNTEER Cooperative attitude! ability to relate well to students 

QUALIflCATIONS: and staff; 1nterest^in helping Individual students adjust 

to school life.' - 

CONTRIBUTION: Build student sel f-concept "by identifying with him. 

Assist in developing and'maintaining, orderly student 
movement on the campus. Help students develop a more 
positive atti tude'" toward school and academic achievement. 
Develop a channel of corrmuni cations between the school 
and the 'Community regarding. public education. 
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TYPE OF WOBK: 
BACKGROUND: 



DURATION OF JOB: 



DUTIES OF JOB: 



VotuNTEER. INSTRUCTOR/SPECIAL INTEREST CLUB SPONSdR 

As the schools of Dade County seek to provide a wide 
variety of experiences for all studerttSj-niieed arises 
for volunteers who have particular talents or skills 
and are willing to share these with the students In 
order to enrich or extend the curriculum. 

To be determined prior to seirvlce by mutual consent . 
of the volunteer and the ScHool Volunteer Program. 

Work In cooperation with th'e.prlnclplal dr his designee. 
Generally th^ assignment will^ include one or more of 
the .following tasks: , 

1. Planning the sessions 

a. Dietermine. a scope and sequence for activities 
OP presentations . * 

b. Select appropr1a:te materials arid resources 

c. Arrange for necessaty equipment 

d. Identify the characteristics of the students 
who should participate * 

* e. Communicate needs to appropriate school personnel- 

2. Conducting the sessions 

a. Provide Intellectual Input ., 

b. Provide appropriate- practice^ J 
c- "Sapervltrlall actfvTtfes - . - 

d. Communicate progress to. appropriate school personnel^ 

3. Evaluating the sessions ^ ^ 

a. Conduct an evaluatl^ of the program . 

b. Communicate any suggestions for change or. 
modi f1 cation* to the appropriate school personnel. 



PREPARATION PROVIDED: An orientation session is provided. 



VOLUNTEER 
QUALIFICATIONS: 



^ CONTRIBUTION: 



Ability or experience in a particular field; desire to 
share knowledge of skill with students; Interest Jn 
enriching. or expanding school programs; vi<J*1ngness and 
ability to be self -directed and dependable.. 

Provide to Interested students supplementary Information 
and experiences in order to develop knowledge or skills 
in areas 'not usually available through the rejjular school 
curriculum. 
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III. ' HOW DO SVP LEADERS WO?K . 



WITH VOLUNTEERS? 



/ 
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-''^ Recruitment Methods 

Individual recniiting: - 

' ' 1« Encourage peer ^recruitment: parents recruit parents ^ teachers 
recruit teacl^ers, students recruit students, senior citizens 
re crult^ ^'Senior citizens, etc. 

r 

2, Visit, homes, stores, newcomers to the community, etc. *and take 
duplicated or printed Informational brochures or applications. 

3, Establish contact with key community leaders # 

4, Approach prospective Volunteers on a one-to-one basis at P.T.A., 
meetings, school fairs, student councils, school assemblies, servxce 

^ <i clubs, church groups, etc* ' ^ \ 

5* Start a speakers bureau of volunteers who are, knowledgeable enough 
to serve as a rectuitment committee'. , 

Mass or public recruiting: 

1« Send letters to homes, organizations, civic groups, etc. 



Issue news release to local newspapers, shop^eTs, house organs, 
business/trade papers^ v ^ 



i 



3. Sponsor a ijeeting where a prominent personality will talk about, 
his/her ideas about volunteering* ' *.> • 

/ ' * 4. Utilize selected mailing lists. ^ *r - 

5, Display posters and paraphernalia in supermarkets , churches « 

librarie^, laundromats, gas stations, restaruants, beauty shops, 

civic halls, banks, drug stores, ,carry-outs, wtc. . 

6« Organize and conduct telephone campaigns an4 chains. * \ 

l( Distribute brochures and flyers at community or dvlc meetings, ^ 
shopping centers, or conventioixs. » * 

. ' \ ' ' 

Delegated recruiting: . 

1. Contact local chapters of civic, religious and social organizations ^ 
ani* ask them to announce the , need for volunteers, distribute information 
and even perhaps appoint a recruitment chairman. 

' »■ - ' v • 

2, Use the faculty and administration of your school."* Explore their social 
and civic contacts. 



Form a recruitment committee in your school to develop resources and 
techniques. • 



^See the recruitment samples on the next pages. 
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and . ' ' . 

NEEDED 

S CH 0 0 I, y- 0 L U N T E E R S . 



as 



/ 



Hall Monitorsjji^assroom Assistants, tutors. Storytellers.,* Libiary 
Assistants, Advigors- For Girls' Robbies, Advisors For-Bo/s' Hobbies, 
Office As.sis/:ants, Physical Education Assistants, 'Clerical Assistants, 
Arts and Crafts Assistants, Special Interest Speakers (Poets, Book 
Reviewers, Novelists, Etc.) Special Education Assistants ' 



for' 



D A n.E COUNTY SCHOOLS 



You are needed at school as a School Volunteer to assist arid share in the " 
educational program for all children. No training is necessary. Wa will 

train and assist you to; dp the volunteer work you select. 

,> ^ . — ' — 

Please sign the tear-<Qff^and retutn It immediately with your child. We 
will contact-70u and give further information. 

TEAR OFF HERE i. " • 

Name 



Address 



Child's Name 



Room*Uumber 



Telephone Number 



I will participate in 'the School Volunteer Program. , Yes 

The best time of day to call me is: Morning Afternoon 



Evening 



No 
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SE SOLICITAN 



VOLUNTARIOS ; 

qufe puedan compartlr su tiempo y sus talentos con los es- 
tudiantes de las Escuelas Publlcas del Condado de Dade. 
Fueden ofrecer su.valiosa coop^racion en le6 aiilas, en la 
biblloteca/ en la oficina, o en la cXlnica. 



SB NECESITAN > • 

. » ^ VOLUNTARIOS 

que ayuden a enrlquecer el programa de las Escuelas- Publl- 
cas del Condado de Dade. No se requiere^^eriencia., Se o- 
frecera entrenamiento a los vcJluntario^ en el trabajo que 
seleccionen. ^ ' ' ^ 

Sirvase firmer devolver est a plahilla con su hi jo si Ud, 
puede y desea participar como -voluntarip en la escuela de 
su ele.ccion. • , 



Noinbr^s 



Dlreccion 



Nombrc de'su hi jo 

ft 

% 

, Telefono ^ ^ 

•Si ^ 



Aula /; 



\ ■ 



No 



partlclpare en el Programa^ de Voluntaries * 



La inejof hora para llamarme es: » 

por la^manana^ , por la tarde ^-pjir la noche^ 



ERLC 





HELP! 

OUR 



"get 0 




PROGRAM 

i ' t 

# ' 

IDA FLYING 

START" 



Vblunteets are playing increasingly vital role as m^mbexs. of the educational team* You can 
Improve instruction by^permitting more individual help for students, under the directjtoiv of a 
teacher. Parents, business and prof essional'people, retirees, college students, high school and 
junior higl/sjudents are^all needed as school volunteers in Bade County^ Public Schools, You may 
choose the liours and type of service and may even earn college credit while working at the job 
of your choice. If you cannot volunteer an hour or two a week on a regulaily scheduled basis, 
you may choose to be listed in the ComauQity Resource Gui'de as an .occasional volunteer talking 
with students about your ^career, hobbies, 6i travels* 



|um this form to your child's teacher and become a very special person— a school volunteer! 



Name 



Jfelephone^ 



Ciicle the day(s) available M T W TH F 
ERLCf Interest 



Time 



1^ 
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DON'T BE LEFT OUT IN 







'Or 



BE A SCHOOLVOLUNTEEn 

YOU'LL RECEIVE A WARM 




Volunteers are playing an increasingly vital role as members of the educational team. You can 
improve instruction by permitting mor)B individual help for students, under the direction of a 
teacher* Parents, business and professional people, retirees, college students, high school and 
junior "high 'sit udents are all needed as scbobl volunteer^ in Dade County Public Schools. Ifou may 
chdose the hours and type of service and may even earn college credit while working at the Job 
of your choice. If you cannot volunteer an hour or two a week on a regularly scheduled basis,, 
you may choose to be listed in the Community Resource Guide as an. occasional volunteer talking 
with students . about your 'career, hobbles, ;or travels. . 



Return this form to your child's teacher and become a very special person— :a school volunteer! 
Nam e ^T elephone ■ - 



.Circle the day(s) a/ailat}le-M T W TH P. _ Time^ 
^ Area of Interest 
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A FEW HOURS FOR US !!! 



INVEST YOUR TIME IN THE 
SSHOOL VOLUNTEER PROGRAM ! ! 



Volunteers are playing an increasingly vital role as members of the educational team/ You can 
improve instruction by permitting more individual help for students, under».the direction of a 
teacher* ^.Parents, business and profes^ioAal pepple, retirees, college Qtudents^ high school aiid 
JujQior high students are all needed as s.uhool volunteers in Dade County Public Schools* You may 
choose the hours and type of service and may even earn college credit wtiile working at the job 
of your choice. If ypu cannot volunteer an hour or two a week on a regularly scheduled basis, 
you may choOse to be listed in the Community Resource Guide , as an occasional volunteer talking 
with students about your career, hobbies, or travels. 



R^^n.this- fdr^ to your child's teacher and become a very special person — ^a school volunteer! 



JEelephone_ 



^Circle the day(s) available M T W Ttf^F ; 
A]£pJ(^ interest J' - 



Titoe 



/ 1 
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ABOUT 



SCHOOL VOLUNTEER 



Volunteers are playing an increasingly vital role as mgmbers of the educational team* You can 
injprove instruction by permitting aore individual help for students, under the direction of a 
teacher. Parents, business and professional people, xetirees, college students, high school and 
Junior high students are all needed as school volunteers in Dade County .i?ublic^ Schools* You may 
choose the fiours and type of service and^may even earn college credit white working at the job 
of your choice. If you cannot volunteer an hour or two a week on a regijCI^arly scheduled basis,, 
you may choose* to be listed in t^he Community Resource Guide as an occasional volunteer talking 
with students about your career, hobbies^ or travels. y. . * ' 



Return this form to your child's teacher and become a very special person— a schpol volunteer I 



Name 



— r-^ : ^ 

Circle the dayCs) available H T W TH F 



^ f Interest 

ERIC 



JEelephoneJ 



lai pe 



Time 
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1, 



BIG 



NEWS 




scHoav 

PROGRAM 





is expanding ! ! 



Volunteers are playing an Increasingly vital role as members of the educational team. You can 
Improve instruction by permitting more individual help for students, under the direction of a 
teacher. Parents, business and professional people, retirees, college students, high school and 
junior high students ^are all needed in the School Volunteer Program of Dade County Public Schools. 
You may Ohoose the hours and type of service^ and* may even earn college credit 'while working at 
tKeJob of your choice. If you cannot volunteer an hour or two a week on a regularly scheduled 
basis, you may choose to be listed in the Community Resource Guide as an occasional volunteer 
talking wi*th students about your career, hobbies, or travels. 

< 

#n this' form to your <atild*s teacher and become a very special person — a school volunteer I 



Name 



*:he day(s) available 
-Am^to Itttarest;_v ^ 



_Telephone_ 



M T W TH F 



Time 
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volunteers ara playing an increasingly vital role as members of the educational team You c«« 
improve instruction by permitting more individual help for students, under tS dJrS^lon of a 
teacher. Parents, business and prof essional people, retirees, college studenL M^h .v, i a 
junior high students are all needed as school voLnteers In B^rCounty PublL ScSS Zt 
choose the hours and type of service and may even earn college cred^fwhuf wor^nrat^J 
of your choice. If you cannot volunteer an hour or two a week on a reSl^irsSSuled bLJ^ 
you may choose to be listed In the Community Resource Guide an occalioSl voSnteef ta?Sn« 
with students about your career, hobbies, or travels. • voiunceer talking 



Return this forin to youj 




J Cirpte the day(s) available M T W TH F . Time 



Id's teacher and become a very special person—a scllool volunteerl 
^Telephone ' , 



Area of Interest 
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^ "Intervlewit^g' Ide^s 

• Thfs Initial orientation to the job that the interviewer gives the new 
volunteer is but the start of what should a continuous ongoing daily 
supervision and training program,. The interview should begin by making 
the volunteer's dfiities, responsibilities, rights, and privileges clear to 
him as, well as the advantages, attractions, limitations^ and, problems of 
volunteer,iTig« . ^ ' - 

Points to be covered in the interview may include: 

1. Is this job for a professional? Will the volunteer displace a paid 
professional? Will the volunteer displace a paid worker for whom there 
is money budgeted? 

2. Are th6 job hours and requirements fixed and mandatory or can they 
be adjusted more nearly* to fit the needs pf ,th^ volunteer? 

\ 3, Is there an exact job description to guide the volunteer ^ih: Is one 
^ not necessary? Have the facilities that are to be used or \he 

equipment that is necessary or ava:ig&ble to the volijinteer befen discussed? 

4. What are the^ channels of authority? Where and how can the volunteer 
get; help with daily problems? To whom does the volunteer report? 
What agency and communijty resources are available to help the volunteer? 
^ ' Has he been given any source materials available for his study? 

» - >» 

Hints on Placement 

Assign the volunteer to a j^ as;.soon as possible while his enthusiasm _ 
is high. If, however, his job is not ready, suggest that the volunteer .take 
a short course in ail arfea that will help him with his volunteer work, (f irs^ ^ 
aid, home nursing, crafts, etc.)." If suqh a course is not available^ the 
volunteer might be invited to visit some of the agency^s events, such as 
a tneeting, open house, tour of the facilities, luncheon, exhibit, or a 
reception of some type. Or, the volunteer might be able to Jielp with some 
special event or project that -is being prepared or conducted while he waits 
'for his job to begin. * . ' 

Make the volunteer's first assignment a short one . Sometirdes the volunteer 
is not certain that he will like a particular assignment or you^are not 
certain that the assignment he has requested is right for him. Let the 
volunteer work in the assignment for a week and observe his work and 
attitude closely. If the initial assignment is made for a short time, it 
will be easier to transfer him to some other Job or release him entirely 
if the job is not suitable. ^ 

^ ' ... ^ 

In addition, some volunteers prefer an Sassignment with a definite 
tenninilraate, for it affords the volunteer- an opportunity to tuy out a job 
and to retire^ gracefully if necessary. Many timgs^a person does not know 
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his future plan^.when he decides to volunteer. Circiimstances in lj^is life 
may change which will cause him to discontiljue his volunte'fering. Furthermore, 
some , volunteers are^reluctant to commit themselves for a<^ indefinite periods , 

' Begin small > The first assignment should be simple enough to insure 
the volunteer's success and should contain elements of ptide and satisfaction 
foi; the volunteer. An initial assignment that is too difficult will cause 
frustration, and frustration or failure at the onset are deadly as they some- 
times impel a good volunteer to change-^is mind about volunteering. 



Provide some choice for the volunt 



If possible, after reviewing 



the volunteer's application and considefring the needs of the school, try 
to present two or more assignments so that the volunteer may select the one 
that he feels best suits him. 

In addition,' when considering assignments for a new vplunteer, 
remember that mast volunteers shy away from jobs that are similar to their 
regular work. An office woiiker may not prefer to do* office work as a 
volunteer. Likewise, a housewife with six small growing children may not 
"like a similar responsibility. The volunteer's assignment should be 
different, challenging, interesting, and require either the application of 
new skills or the new application of old skills. * 

Remember that he is a volunteer * Personal, home and regular job duties 
and responsibilities come first in a yolunteerfe life. Be sure to consider 
this not only in placiftg the volunteer but also in evaluating his work. 

Hints on Placement • 

Placement of volunteers can be done by the resource person, volunteer 
chairman, teachers, counselors or volunteers, themselves, depending pn 
the needs of the school. n . 

Volunteers should be placed as quickly" as possible. 

Some suggested methods of placement: . . 

A. Resource person or volunteer chairman can make placement by sorting 
volunteer applications into job categories (tutors, clerical, listeners, 
etc.). Match jobs' desired with needs assessment survey, 

B. Allow volunteers to select their own assignment. A large wall chart 
could be posted listing all teacher needs, days, and times. 

C. Print up^a ^ipaSter list of volunteers divided Into jol> categories, 
talents, and times available. Teachers, .either individually or at 

* grade level meetings, can select their volunteer^. 

Give volunteers their assignments (phone call, letter, or printed form) 
and .starting dade. If the volunteer has missed the orientation, provide 
additional Information rel|iting to school^policies, absences, etc. 
^ . ' ^ / 

Alert teacher to volunteer * assignment and starting date. Teacher and 
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volunteer should ideally have a planning conference before assignment begins. 

•Pt^pate master lists of all volunteers and their, assignments for resource 
person, volunteer ch^irm^n, and principal. • 

College Credit' for Volunteer Service 

^1 persons who* serve as school volunteers .in the Dade County Public 
Schools have the opportunity of receiving up to nine college credits from 
the Miami-Dade Community College. High school students wishing to begin 
their college- career 4-n an eatly admissions program, students currently 
enrolled in Miami-Dade Community College, parents, retired .senior citizens, 
and other interested persons from the community are all eligible to ^ ^ 

register for three credits in either SOW 270 (Human Service Field, Experience 
#1), 'SOW 271 (Human Service Field Experience #2), or EDU 280 (Educational 
Service Field Work). For each three credit course, the "School. volunteer 
serves 120 volunteer hours in the Dade Cqunty Public School s/^K>rklng under 
the direction of and in cooperation with sl certified teacher to enrich and 
extend the curriculum. Volunteers may work in any one of eighteen regular 
volunteer joB* classifications: * ^ ' " . 

Arts and 'Crafts Assistant ^ . Mathematics Tutor 

Audio-yrsual Assistant Physical Education' Assi^fe^t 

Classroom Assistant Special Education Assistant 

Clinic Assistant - Storyteiler/Book Reviewer 

.Clerical Assistant J ' Supervisioh Assistant 

Counselor's Assistant f Spanish Translator ' 

Language Arta/Jleading Tutor ^ Special Activities Volunteel: 

Library/Media Ceut^ Ass^istant "Special Course In3tructor 
Listener ' Special** Interest Club Sponsor 

' If You Have Decided That You Would Like To • ' * ^ 

' ■■ ' Earn College Credit For 'Your Volunteering . . 

1. Obtain a mail-in app^lication form at the beginning of your volunteer , 
experience by^calling the Registrar's Office of the Miami-Dade 
Community College, North Campus. If you are a student'in Dal^ County/ 
Public Schools, you will need a High School Sttident Early Admission 
form 'as well as the mail-in application form. * 

2* Complete the fond or forms. In the Course Selection section of the " 
application form, fill in one Ibf the following" course numbers and 
titles: Em 280 or SOW 270 (if these are your first 120 hours of . 
volunteer services) , SOW 270 or SOW 271 (if these are your second or 
thir.d)^. In the *'Days and Time" sections put T*B.X., t^hich means To 
Be Announced. Current "Course Sequence" Numbers may be obtained by 
calling Nancy Wylle,>at Miami-Dade North, 685-^215. 

3. Attach your check or money order fpr $36.00, payable to Miami-^ade 
Community College,' which is the current tuition rate for onexhree- 
credife course. In addition, if you have never b"efofe enrolled in 
Miami-Dade Community College, you must pay a $5 application fee, 
which is a one-time charge to process your application papers. So* 
- . if you are a NEW STUDfiNT to Miami-Dade Community College, your tuition 
. rate will be $41.00; if you have, previously enrplled at some time at 
Miami-pad^Community Coll^ege, your tuition rate for this course will 
I ' be $36. oK 
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4, Send your completed application f orm and check .or money order to: 
Officd of Admissions, Miami-Da^e Community College - North Campjus, 
nSSOjN.W. 27th Avenue, Miami, Florida, 33167 

5*. Call the Registrar's Office of the Miami Dade Community Cpllege - 
Nortl^ Campus^ after you have received notification o'f acceptance 
and tiiake an appointment to register. The- letter ngtHyi^g you 
of acceptance may already include a time 'and date for registration. 
If not> call tjte Registrar's Office. / 



Then 



/ 



^ Volunteer a total of 120 hours. Be sure that an*accurate record is 
kept of your volunteer hours on the School Volunteer Attendance Record at 
your school. Sign in and sign out on the attendance record ;each day you 
volunteer. At the. end of the 120 hours, have your principal write letter 
verifying your completed hours, enclose .it with a copy of your Attendance 
Record, and send both ta' Nancy Wylie, Social Science Department, 'Miami -Dade 
Community College - North Campus. Your Principal will then be sent an 
evaluation form which should be completed and returned to N^ncy Wylie. 
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SAMPLE ORIENTATION' AGENDA-"- 



GUIDELINES FOR SCHOOL ORIENTATION PROGRAM 
I. Welcome and. Introduction 

A. Volilnteer Personnel 

B. School Personnel 



II. 

III. 



Philosophy of Volunteeripg 

History, Purpose and pbjectives of the ^Program and Its Role 
in ,the <3oinmunity 

Administration , ^ - . . ^ 

A, Channels of CommuuiQations ^ 

» 

B, School Policies 



1, 

2. 

3.' 

4. 

5. 

6. 

7. 

8. 
. 9. 
10. 
11. 
12. 
li 
14.^. 
15. 
16. 
17., 



Dress and Behavior 
Healtji- Exam Requirements 
Lihbility (Insurance) ^ 
Fund Raising - 
Discipline 

Releasing Children to Adults 
Visitors 

Students leaving classroom' 
Teacher leaving classroom" 
Books sent home 
Notes and letters sent home 
Lost and found 

Emergency calls during school hours, and i«e of phone 
Use of Jiistodial services 
Working in child's classroom - 
Parking 

Teachers* -lounge ' • 



Volunteers - 

A. Responsibilities 

1. Conviction that what you are doing< is right 
^ l.\ Interest in helping a -child 
3.' Dependability 
*4. , Loyalty 

5.' Willingness to leatn and accept supervision 
, 6. Confidentiality 
* . 
a. staff* ^ ' ^ 
• b. child 
•r*' c, school records 
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Absences (procedures to follow) 
'^8. Checking in and out (time sheet) 
9 4 Reading posted bulletins and newsletters 
10. Acceptance of all school rules 

B. Rights . 



1* ' To be treated as a co-worker 

2. To have a job descriptipn, for duty to be performed 

3. Suitable assignment ~ with consideration for personal 
preferjence, experience,, and education. 

4t To know as much about the program and the school as 
possible /' . 

5. To be trained for' a specific job, wKen training is 
necessary ^ 

6. Continuing training on the job 
?• Sound guidance and direction 

8. Opportunity to be heard 

9. Recognition and placement ^ 



4 



' VI... jl^^itional related t6pics ^' 

A. . Establishing relationship with thfe child 

B. Understanding of the learning process' 

C. Un4erstariding of the cotmnunity in which the volunteer is^, , 
involved, 'if other than her, own 

.VII. Tour of plant 

A. Classroom observations or demonstration ^ . ^ 

f « , * , / - 

. • B. Facilities 'and regulations of the building 

1. Sign in and out lacation . 

2. Traffic patterns, ehtxances, exits 

3\ Fire drill routes and -locations ^ ' * > 

4. Lavatory locations (children and adults) 

'5. Supply and book rooms * ^ 

6. tocation of audio visual equipment 

7. Work rooms ^ 
"8. Eating facilitiles 
9. Parking facilities 

10. Smokitlg facilities and/or teachers* lounge y 
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WORKING WITH PEOPLE 



Iff 



A/^feWQ;*!Wa^y jcqmmunication prpcess is esseAt.lAl in the establishment of 
ylrking/relationships. Often/ witl\^the en^Iing. (helping) process, non- 
* . v^rb^i\coip)nunication, is equally as important as verbal communication. 
. X^u wiil establieh positive relationships with people when you show: 

.'^^'^^ 'Resjilfit'^ dignity of the, person. ^ 

' '"TirU, iCcustV-iii' the 'individual. - ' - • v . * 

'it' -^ii.. Xjitity.des of -daiJe 'arid concern for people* ' * ^ 

4^ " "^Ifeadjtness to.Vhare purpose of visit or conversation. 
"^t- ';;-6food ^iat^n^g habits. . . 

\ . v j4t'^ * '^oo4;;i>bS:id^rvtog^ techniques ♦ \ - . ^ ' 

S '"fl*^ -'Off eis "^^Ef. requested inf ormattion or h^lp. . , 
^ ^ ••^ * -,Jleq^edts*^for vt^eeded information or help. 
'..1% 9.. ^;^S.harlJig inf ol3^a on a realistic and truthful basis aboyt what 
^ST'-: ^Avicai^'be dtpne^^'ias well as what cannot be done. 

%0J , y\s^ran^fe ofyc.onfidenttality when this is possible. 
.ll^fl Rec^gilif iW :'of t^^ 
>^^,..^ 1^,^ vEn^ow%em^ht for use of those strengths. . - 
'-^^'l l|i' ..Redpgnitid^gt'.of helplessness of a person or- situation. 
"7, 141 Jpfcf^r of aj^^ropriate help when and wherever possible through the 

r :est^i±t}ig process. - , ^ * ' ^ 

•X, ' ^^r^S^ion.pf; 'dependency t 

^•''\;S. '17> i;j,\^nse p£ . " 

>'?]^.i8v^ At^^^^ criticism. -\ - . . 

^^^^ **Ablii^%d lau^h at one's self . / ' ^ "\ 

i'iS*: capacity for ^dmissioix of mistakes. . * ^ 

' \u2j^i^ ..C^^^ ^^'I don'.t know, but I'll try to find out." , 



■ -if-.. 
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22.' ^RS(idgtiti2$ng*;it.h feelings and attitudes that interfere. 
}. "^.be^penilfblllty. (keeping one's promises). 



. U^' ^l^^W visits t>r telephone; calls 

V. • A j_ ^£ ^j^^^^ £qj. owtL needs in terms of 



^..[J* GireVte^ .W^ needs of person 

-\ ^.v -f ^^vj,.'*^^^ifd |oir |>eoi>le's( physical and emotional well being. 

"V;vv '^K- 2/-,^.. ReSal^iness . t;o l^t pepple work out their own plans and do not impose 

28^|.>biiiJI^ to. off eir alternatives . 



*i 29. set their cwn cent rolsi^ . not imposing yours. 

■^^v3p. '^k^^ giXre praise whenever appropriate. 



How to Retain Volunteers - • 

Remember that volunteers., can not be thanked too many times. 

Include- the volunteers in planning. ,It*$ a good idea to work with the 
volunteer encoujraging his suggestions instead of just planning his work 
for him from star't to finish. • - 

Check often, with the volunteers to let them know you are interested and they 
are needed. , ^ • ' ; ' '-^ 

Show a genuine interest in, thes volunteers and they will show a genuine 
interest in the school and its volunteer p^gram. 

Know and c'are about each individual. Remembering personal things about the 
volunteers such as birthdays, etc. and send cards or remembrances. * 

Be flexible, y^iemeber that they are volunteers and always try, to fit into 
. th^ir schedjn^. When a real emergency comes along, the volunteers , will be 
♦more apt to come through for the school. v ' 

Assign tlie volunteers jobs that will keep them busy and interested and 
encourage the school staff to tell the volunteers how he^lpful they are. 

Assign tasks that will increase skills and knowledge of the volunteers. 

Evaluate the job of the volunteers ofjten so that it does not' b6'com$ stale, or. 
the volunteers do not become, stale on the jobV , ^ . 

"Step-Up" assignments in terms of responsibility if the volunteers appear to 
be becoming bored or stale. , * 

Involve the volunteers in the decision-making process of, the school volunteer 
program since this will give them a real sense of Involvement . 

Watch for fading of interest, such as absenteeism... If signs occur^ change the 
assignment , or add more- responsibility . 

Be certain tjo know^ the r:easons WHY a volunteer leaves if one decides to leave 
the program. Satisfied school volunteers usiially stay Ic^ftever .although some 
Volunteers do need to go on to other fields. If a schools attrition rate is 
high, a study , of the reasons volunteers are leaving should be mkde^as it may^ 
show where th6 program has fallen down. ^ > * 

Give awardsT and recognition to stress their Importance and. show apprecia|.io]ci. 

Give daily pats on the head Instead of relying totally on awards functions or 
ceremonies to thank the volunteers. 

/Reihember that volunteers can not be thanked too many times. 
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How-to Express Appreciation 



Say "tluyik you" every- time the volunteer comes. 

Give a daily smile or word of appreciation whenever possible. Make. the 
volunteer really feel needed. 

Send letters and cards of thanks. ' * - » 

Recognize the volunteer as a individual by sending birthday cayds, etc. to* 
-remember significant events in his Id^e^ ^ . 

Have scholriL^^dminigtrator occasioaially say "thank yoji" at school volunteer 
group meetings^ ^ 

Give of flcial recognition at meetings and individual conferences. _ 

Give awards that. are meaningful, such as pins, charms; badges, etc. at some 
sprt of » recognition ceremony at least once a* year. 

^ , ' * . * ^ 

Arrange for staff members who are involved in the volunteer program' to take 
part in and share in the recognition. ^ 

Express appreciation personally as wi^ll as with certi£icates**be^lend Importance 
to each volunteer's effort. ' , 

Plan teas or receptions for volunteers* * 

Give constant,, heartfelt, and sincere "thank you*s" every day. . ' ♦ 

Set. up meetings with volunteers to provide them with feed-back as to their 
contributions to the school and the volunteer prograni. 



"in nothing dolmen more nearly 
approach the gods thari.in doing 
good for their fellowmen." 



CICERO 
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' VOLUOTEER yiEWPOINl}* . ' . • 

I£ you want iny loyalty , interests and best efforts^ remexsber th4t»««« 

1* I ne^i-a-SEHSE OF BELONGING^ a feeling that I am honestly needed for jay 
total selfTnoSvJuat for my hands, nor because I take orders well* 

2. t'need to ftave a sense of sharing in planning our objeetives* My need 
will be satisfied only when I feel that roy ideas have had a fair hearings 

3,, I need to feel that the goals arid objectives arrived at are within reach 
and i^hat they make sense to ine# ^ • * ^ 

4* I need to feel that what I'm doing has real purpose or contributes, to 

human welfare — that its value extends even beyond my personal gain, or hours* 

5* I need to share in making the rules by which, together, we shall live and work 
toward our goals. ^ ^ 

6. I need fo know in some clear detail just what is expected of me~npt only 
my detailed task but where I have' opportunity ' to m^ce personal and final 
decisions • 

7. I need to have some responsibilities that challenge, that are within range 
of my abilities and Interest, and that contribute toward teachipg my 
assigned goal,, and that cover all goals. . 

8. I need to see that progress is being made toward the goals we have set. 

9. I need to>e kept informed. Wiat I'm not up on, I may be down 
(Keeping me Informed is one way to give me status as an individual.) 

io. 1 need to have confidence in ray superiors—confidence based upon assurance 
of consistent fair treatment, or recognition when It is due, and trust 
that loyalty will bring increased security. - 

In brief. It really doesn't, matter how much sense ny part in this orgariisition 
maJces to you — I naist feel tiiat the whole deal makes sense to lael 



o 
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*By i Donald Phillips , President of Hillsdale College 
Hillsdale, Michigan 58 
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HOW DO SVP LEADERS WOBiC . \ 
WITH tHE SCHOOL STAFF? 



\ 
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To create better undeptanding between volunteers and staff In the schools, 
giUde lines* should cqoperatively be established *as to the role of each. The 
following are suggestions to be considered in developing these, and upon 
completion and approval by administrative and teaching* staff , volunteer ^ 
coordinators, and administrative an4 service volunteers,, the statements should 
be print&d, .to be used for teachers and vuiuateers' orientation and distribution 
to all* ' * ' ^ 

HOW TO CREATE BETTER UNDERSTANDING BETi?E£N SCHOOL VOLUNTEERS AND SCHOOL STAFF^ 



ERIC 



Keep line| of communication opea so that problems can be talked about before 
resentments build up# ' * ^ v . 

Be certain placement is mutually satisfactory to volunteer and staff. 

Have informal get-togethers to discuss mutual concerns. 

Explain that criticifem^of staff or volunteer by either Vl»ll not improve edu- 
cation. ; . \ - ^ 

Talk to each volunteer separately to learn about their feelings and problems 
and* build a continuing cbmmunication. 

Be certain that volunteers understand school 'staff responsibilities! 

Hold joint staff and volunteer meetings often enough to give th*em a chance to . 
^et to know each* other *s point of view; encourage and facilitate talking 
about problems they are e:q)eriencingt in working togethe^r^ 

Keep ^i) open^nrind. 

Utilize volunteer's job description for both staff and volunteer orientation, 
sd th^t dbties may be understood by all. 

Combine recruitment? of volunteer with honest orientation that staff needs their 
help; if they are recruited under ^alse pretenses, they may resent having a 
job turned over to. them for which they believe .staff is "getting paid - I'm 
not". ' * - ^ ^ 

Reiterate conltantly the role of the staff and the roie of volunteer in your 
school. In initial -orientation and in training sessions. 

Have both volunteers an^^staff mutually draw up procedures for joint functions* 

Have school staff prepare information concerning their role in the volui]^^r 
program, and their valuation of the volunteer as their service relates to 
the student* 3 . • 

Try to^have tftore school staff at ^^unteer training sessions^ Zhey usually 
can*t attend because time isn't budgeted for this. Utilizeras many as 
possible as .trainers. 

1 - ^ ' ' ' - / ' ' 

hdffted from mat^ials from .Los Angeles, Califdrnia^ SCHOOL VOLUNTEER PROGRAM 

-.111-21 Qf"^ 



Have school staff explor^ ways they can use volunteer assistance; help them 
see that the volunteer ^an be of .substantial help in supplying supplemental 
and supportive service^. -/ ' 

I ' ' ' 

Conduct orientation programs for school staff on "How To Work With Volunteers", 

indicating for example, that volunteers generally can't be expected to keep 

the same hours (8;O0 AMIII) as staff, etc. ' > . 

Have school staff ^cooperate in giving .recognition to volunteers, thereby shoeing 
a real interest in the job being performed by the volunteers. 

Get them acquainted on a social basis. The friendly ch.at and cup of coffee can 
work wonders. Make the staff aware of the fact that volunteers a^e people too. 

Permit .yolur^ceers to know and help all of clje^x^Xaf f . 

Provide staff and volunteers opportunity to cooperatively bring about desirable 
changes, within school policies. 

Create situations for mutual responsibilities. 



Orientation of staff is as important as orientation of the volunteer about 
the entir^program. Ea^h new staff member must be educated about utilization 
of volunteers iimnediately. If job descriptions are carefully outlined, the 
• paid staff will know the volunteer isn'*t there to, take over. Clerical staffs 
needs as much preparation as professional staff --indeed, perhaps more as # 
experience indicates that too often the treatment given volunteers by clerical 
staff is far from good. 

Develop positive attitude in all team members* 
• HOW TO CONVINC E THE STAFF THE VOLUNTEER IS NOT 'A THREAT \ 



Explain to the staff that the volunteers' services are to augment staff ser- 
vices , and NOT to replace th6m. It can be helpful to point out those school 
^.H^^eds. which .are not being met by staff, and talk in terms of the assistance a 
volunteer might give the staff ^^in meeting these needs. 

* 

Help staff analyze their attitude toward having an adult "outsider" in their 
class . - . 

Make the staff see how much more they can "do if freed of some of the menial 
and time-consuming tasks which are appropriate for volunteers to do. 

Assure school staff that administration is willing to listen and act upon 
their complaints aSout'«||^unteers j 

Explain that in most cases a volunteer is a threat On'^^lf he is not properly 
^oriented or does not understand his role and the role hf the staff member. 
This is a problem of personal rel^itionship,. / 

/ ■ ■ 
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By keeping coinmurilcation opea. ^ 

Establish an initial meeting for both, voiunteers and school sta^f^^^w^^ 
^each would have the opportunity to discuss expectations, limitations, and 
roles to be assumed* 

Formulate clear, definite job descriptions for volunteers, IN WRITING, and 
reviewed, and revised as needed from time to time* 



flow TO COtiVINCE ST^F THAT THERE MAY BE TIMES WHEN THE VOLUNTEER SHOULD A SSUME 
FULL RESPONSIBILITY FOR A JOB ' T 



Assure school staff that volunteer has experience and knowledge of the job, 
particularly if volunteer has more experience or expertise than the staff, 
in a particular area. 

The staff jjerson in charge must be, secure enough to relinquish his authority 
to a volunteer in certain situations without feeling threatened. Many schools 
involve volunteers in various projects in which they have a speclKil talent or 
Interest. This supplements the classroom offerings of the teachers, and en- 
riches program for tlie children. 

Givte the school staff proper training ia the utilization of volunteers. 
Explain the volunteer's qualifications. 

Show school staff examples of situations which are appropriate for the vol-, 
unteers to handle alone. . , 

Use areas of competence ^as a basis for letting volunteers take responsibility. 

If a volunteer is to be used to his full potential, he MUST be allowed to take 
responsibility when appropriate. Sometimes they must make mistakes in order 
tc learn. , . , - * 

/ssure schoo^^staff that this will release them for more Important activities^ 

H^ve ^^brain-storming" sessions with school staff as to what creative, new 
things the volunteers could'be doing. . 

Schodj. staff members should never forget that ideally, school work, is a partner- 
ship between staff and volunteers — that the volunteers are the-iexperts in 
some areas and the staff, experts in others. 
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Meet with staff and share with them the ."why and wherefores'* of the volunteer 
program. * . ^ 

Meet periodically with school staff and interpret the^i^prk volunteers are 

Help staff to recognize volunteers' strengths and improve the weaknesses. 

Help school staff understand the role of citizens who support public schools 
and the importance of this community support • . 

. Build the ego of the school. staJ^ go tbey are self-assured enough not to be 
threatened. ' " • ^ - ^ 

Explain that leading is accomplished through generating cooperation r 

Let the volunteer*s sexrvices to the student convince the staff of their worth. 

Be^ure school staff knows something about volunteering a^d volunteers* It 
would be wondetful if each staff person had to do some volunteer work/ in 
another agency > just to experience the way a volunteer^eels. 

If the staff member is not convinced that volunteers can help, befoije they 
are introduced into the program, he will need tp have the experience of 
working with and through a volunteer before becoming convinced. Tap.king with 
colleagues may help the sta^f tp "try", but only working with Volunteers will 
truly convince staff that help from a volunteer is a way to help him do what 
lie needs. to be done. . ' - ^ 

Have st^f£^assist in defining the rights and privileges of volunteers. 

By C(/nvictipn and enthusiasm of school principals for the volunteer program, 
^and by using staff to supervise and direct volunteers. 

, Outline Job descriptions specifically as to who does what, how, when and why. 

Involve school staff cooperatively in planning. , * * 

HOW TO KEEP THE SCHOOL VOLUNTEERS FECM ASSUMING STAFF RESPONSIBILI 

^ Watch for early indications of this happening, and transfer the volunteer^ s 
aqtivity to something which will continue to give responsibility and satis-; 
faction, but not allow take-over. - . 

Be definite on linits of volunteer* s job and .the school staff duties*. , 

Clearj^y define the chain of comnand, and stress the necessity of observing it, 
during ori-entation and. placement*. • . 

Make the differentiation early and FIRMLY. 

Provi^de careful and specific orientation and training as to regulations and 
procedures of school and provide for joint meetings of volunteers and staff. 
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HOW TO KEEP COMMUNICATION LINES OPES - - . 

Without colistant coonunlcatlons, a volunteer tnoveiaent shrink to 
ibolated single school efforts and eventually just wither away,. Programs 
whidi seem to have a real impact on the total comuaity ar'^'^those which 
fc^hoTi^ a strong united front and communications is the key* One of the major 
duties of school-levei SVP leaders is to serve as -the basic link in this 
all important communication's' chain* In order to simplify the communicating* 
of information required for area, county and federal records, many forms 
uubd by SVP Chairman an^SResource Persons have been condensed and revised. 

Although official attendance and statistical recotds are important, 
there /are other communication channels which ijeed reguikr at:tentlon. The 
individual volunteers, themselves, appreciate being kept up-to-date in 
volunteer activities and school events. A bulletin board for volunteers 
lo<;ited at an e^ily accessable spot in. the main office, library, or 
lounge area can serve to inform both faculty members and volunteers of ^ 
pertinent happenings* The P. T* A* newiletter br regular school newspaper 
can help keep both the student body and paren^ia^ aware of the scope of 
Volunteer activity; ; . 

Couaty-^de awareness' and conmmnication will be expanded this year. 
In addition to the regulai; newspaper, radio sad public television coverage, 
thd SVP will have l,ts own weekly television st^ow on Channel 2. SVP leaders 
can encourage all interested persons to watch by otganissing viewing parties, 
making viewing reminder announcements over the school* s P. A. system, arranging ' 
for^ refreshments for viewers, leading follow-up discussions, and forwarding 
comments and suggestions to the central SVP office. As another county-wide 
communication Activity, the SVP will continue to publish its monthly newsletter 
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"Esprit de Corpd.'* Sehpol<^ level l&aderl are urged to siibinlt human ^ 
interest stories, announcementa of special events, and highlights of 
volunteer activities to the central SiVP office* In order to ujake the 
collection of information easier, the SVP Chairman or Resource Person may 
wish to ask one person from each component (parents, Turn Abo^t students, 
college students, bxisiness/lndustry representatives, and' senior citizens) 
to serve as the reporter for his group. All such information should be sent 
to the central SVP office. * 

A last note about co^mnunications. The Area Specialist is there to 
provide help and support to you, but she needs to hear from you. Please 
call her regularly to brag, complain, quei^tion, rant or rave, but dd^eep 
in touch. 
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IV. «HAI FOBMS DO SVP LEADERS USE . . i' 
PRIMARILY m EACH SCHOOL'S ^CORD? 

I 
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HOW TO USE THIS JORM- 



The SVP Volunteer Bcqtiest Eorm I0 to be :uied by the VoXunte'er Resource 
Perion or Volmit;{eer Ghalrwan, to ^etenaine'^ttie specific nee48 of individual 
teachers irtio are interested In using i^lunteers« The Inf ormtlon toay be 
gafthered'by: ^ " ^ \, • ^''v- 



1. Taking' nams of teachers fo^^Lc^^ng a fac^^y luregenta^tlon 
• ; on the Sdiool Volunteer F.rogras9« ^ * * 

. ^ 21 Interviewing individual teachers. ^ ^ * 

This form sliould ijiw become the basisi fpr tSM piaceaent of vol^nteer8 « 



Aiditlopal copier may be^ 

' ' U Secured by ci(lling the SVP Office^ 
... ' ' " " ^ / ^ - 
2. HedcT on a copying Mchine. -. 

— T-^- — I— 
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VOLUNTEER REQUEST FORM 



Name of School: _ 
Address of School: 
Principal: ±i 



Mail Code 



Area 
Phone ' 
Phone 



SyP Resource Person: 

SVP Volunteer Chairman:. 



Phone-^ 



Phone 



Type, of Schedule: Regular ' i Quinmester Split Shift 



"Total Number: , Of Students 



Qf-Teacher3 



Teacher*s r>3ame ' 


Subject Taught 
or ResDonsibi^itv 


Type^f Vol. 
Keeded 


Job pescription 


^ Days 


Times 


1.' 












2. • ■ 












3. • 












4. ■ 












5. ■ • ' 
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PROCEDURES FQft IMPLEMENTING Bt2 VOLUNTEER 

MODULESWITH TEACHERS ' 

1. The School VpLnteer Resource Person presents an orientation of the volunteer program to the 
faculty and then makes the necessary arrangements with the Principal if the program is to oe 
hnplemented . ^ 

2. The Principal sends a letter of intent, containing the name of the Resource Person, tajhe Area 
Director, requesting the B«2 Volunteer Program. ^ ' 

. ■ • , 

3. The Area Director signs and forwards the letter to the Director of Staff Development. 

/ ' , 

4. A "Starter Kit" 'r- then sent to.the Resource Person containing the following:* 

*^ - » > - • , 

a. Authorization from the Director of Staff Developnnent to proceed > 




b. Materials for teachers: , * ' . 

1) B-2 Master Plan Point Report Form(s) ^ . — 

2) LogCardfsl - . ^ , . ; f ^ 

c. Materials for voIunleers-SVP Volunteer's Training Record(s) V , * 

i 

d. List{s) of B- Ajyiodules, showing Component Num|)er, Clyster Title, Module Title, Master 
Plan Points awarded module, and Activity Classification {basic or updating), 

Each teacher or vcljnteer participant, with the assistance of the Resource Person, determines 
which B 2 Volunteer modules would.be most beneficial, the Resoucce l^rSon then schedules • 
the program accordir.gly, rfiquestinyfilmstrips,. tapes, modules, boolslets, consumables, and any . 
iDther materials needed. ' / . ^ ^ . 

The Sqhool Volunteer Resource^ Person distributes- "A Log of Module Progress"* to each 
teacher participant who is ready to begin a module, and upon conripfetfng of the module, . 
^ verifies ^at^the obje^ctives have been achieved. The number of .Master* Plan poJrjjB^arned and 
^ the category -in which they were earned should also be recorcled on the "Log". Although 
volunteers will not be working toward Master Plan points, th«f module record should be kept 
' on the SVP Volunteer^s-Training Record. - y/ . . % 

7. As an individual teacher completes' a module, the information on the "Log Card" should be 
transfei-red to th^"B-2 Master Plan Point Record Fdrm.*' ' • , ' 

8. When the teacher completes his B-2 program, ^the "Log Card" and a VB-2 Master Plan Point 
Report Form", in duplicate, should be sent to the B*2 Coordinator. at Staff Development ifi 
order that predit earned may b6 recorded. i 



9. A validated copy of the "Master Plan^oint Report firm"' writ be sent from the Staff 
Development Department to the teacher as a receipt ofi credit earned.^A ,copv will be sentto 
the Area Directorr ' ^ ' . " ' 
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B-2 MASTER PLAN POINT REPORT FORM 

* ' * 

THIS FORM T© BE USED TO RE(^ORO B-2 MODULES COMPLETED BY: 



Last Name 



First 



Emplayee Number. 



7 



Middle 



Social Security Number 



•Schooj Name 



School Code 



. Title 



Grade Level 



AT THE END OF EACH SCHOOL SEMESTER THIS FORM SHOULD BE SENT IN 
DUPLICATE TO: ; * 

Staff Development 
School Mail Code:^ A-1 " 
•Lindsey Hopklcis Building 

THE MODULES COMPLETED BY THIS PARTICIPANT ARE AS FOLLOWS: . 

















* 








































— 




t 

i ^ — 

















r : - 1 










— ^ 




< 









Total Points (Basic) 



(Updating) . 



The signature of the Resource Person and the 
Pn'opipal must be affixed to this form verify- 
ing the participant's successful completing of . 
the above B-2 modules and validating Master 
Plan Points to be given. 



Resource Person 
Principal ; 



Date 
Date 
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For Office Use & Receipt for Participant 

PIP Credits ' 

Master Plan Points , ^ 

Mailed to Participant 

Certified by-^ — 



Registrar 
« 

>as-oo44 



^Volunteer's Name- 

Home Address: 

School: 



SVP Resource Person: 



VOLUNTEER'S TRAINING RECORD 

^ Type of Service: 

^ Telephone No.: _ 

' ^ Principal: : 

Teacher: 



SVP Volunteer Chairman: 



District Specialist: 



Modules Completed (S^e Back) 



Workshpps Attended 



Date 



Other 



cn 
to 
m 
oc 

a 

GU 
UJ 

D 

a 
o 

O 

O 
Q 



20 



lUUJ 

<f UJ 
Z> 
Oil. 
<o O 



cc: 



CD 

o 



d 
o 



LU 

•p 
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WHAT FOBMS DO SVP LEADERS USE . . . 
PRIMARILY FOR AREA/COUNTY /FTOE^ RECORD? 



9 S 



HOW TO USE THIS FORM » ^ 

The SVP Resource Person Identification Form If to be filled out at 
the beginning o£ the year by the school staff neniber who has been 
appointed by the prlndptl to serve In this role. 

This fora shotild then be given to the Area Specialist for filing. 
Additional copies nay be: 

1. Secured by calling the SVP Office. 

2. Made on a copyfng machine. 
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SVP RQ^CE PERSON IDENTIFICATION FORM 



NAME OF SCHOOL 

ADDRESS OF SCHOOL 
PRINCIPAL 



MAIL CODE 



SVP RESOURCE PERSON . 
SVP VOLUNTEER CHAIRMAN 



PHONE ■ 
"PH0NE_ 
[PHONE 

PHONE 



AREA 



SVP RESOURCE PERSON'S SCHEDULE. (19 to 19 ) 



••A 



^ I ■ 

ERIC / 



Period 


Time 


Class or Assignnieht 


Room 


From 


To 


1 








^ 


2 










3 






— — ^ 




■ ^. 

\ 










5 










s. 






' \ ' 




• • 

7 










8 




*■ 


J' 




9 










' 10 : 











IV- 
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HOW TO USE THIS FORK- 



The SVP Voltmteer Chalrmgn Idbntlflotloa Form Is to be filled put 
at the beginning of the year by the conintmity person who has been selected 
by the principal to serve ixi this role. 

This form should then be given to the Area Specialist for filing* 

Additional copies may be: 



1« Secured by calling the SVP Office 




2« Hade on a copying machine* 



\ 
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NAME OF SCHOOL • 
ADDRESS OF SCH0!5L 
PRINCIPAL 



SVP VOLUNTEER CHAIRMAN IDENTIFICATION FORM 
'HAIL CODE ■ 



GRADES 



SVP RESOURCE PERSON 
SVP VOLUNTEER CHAIRW 



■^HONE' 



AREA 
"MNE ~ 



PHONE 



SVP VOLUNTEER,CHAIRMAN'S TENTATIVE SCHEDULE (19_ to a9_) 





Time 


Room # or Avea 


From 


To 




Monday 








• Tuesday 








Wednesday 








Thursday 








— — 

' Friday . - 









SIGNATURE OF PRINCIPAL: 

SIGNATURE OF VOLUNTEER CHAIRMAN f 
HOME ADDRESS: 
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DATE: 



_HOME PHONE_ 



HIS-0045 



HOW TO USE THIS FORM — - / \ 

The SVP Registration and Attendance Record for Regular Volunteer?? combines, \ 
In one handy form, the information previously handled by several separate forms, i 
There should be one lorm for each volunteer in tjie school and it should be kept 
on file within the of ^clal SVP Attendance Record Book. . Since volunteers will be 
using the book each dly when they sign in, it should be readily accessible^ The 
main office or Volunteer center are suitable locations. 

Directions for using the "Attendance*' ^fe: • • 

1. Each volunteer, upon entering the school, should record, tlfe date in the 
appropriate monthly column. 

2. Each volunteer, when prep^ing t^o leave the school, should record the 
total number of hours served that day beside the date which was recorded 
earlier that day. 

3. The Volunteer Chairman or Resource Person should total the number of 
hours served by each volunteer each month. *Then the monthly totals 
should be added in January and May and the Information can be trans- 
ferred to the bi-annual Progress Report. 

Directions for using the "Registration" side: 

1. This information should be ccnnpleted by the volunteer with the advice 
and consent of the SVP Resource Person and/or SVP Chairmn and/or the 

^ Principal at the time of the main placement interview at the school. 

2. The information from the "Type of Volui^teer" and "Placement" sections 
are to be used by the SVP Resource Person or SVP Chairman when completing . 
the totals for the Progress Reports in January and May. 

3. The dther Information sections are designed to. provide essential informa- 
tion to school-level SVP Leaders concerning the use of volunteers within 
their school. ' ^ , 

•■'..'■/.■ - - ■. < 

Important: It is necessary for the School Volunteer Program to provide data for 
federal records regarding the number of volunteers and tftelr ethnic 
background. \ During each placement Interview, . the SVP Resource Person, 
SVP Chaiman, or4«ito& Principal should make a notation of the volun- 
teers ethnic gto^o on^the registration side of the form.. It is sug- 
gested th^t a numbfer^r letter system (le. Spanish origin = 1 or A, 
Black orljgln = 2 or B, White or Anglo origin 3 or C.)be used' in ordeqf 
not to offend the sensitivity of any person or group, * 



REGISTRATION AND ATTENDANCE RECORD FOR 
REGULAR VOLUNTEERS , 



VOLUNTEER'S NAME: ' ; NAME OF SCHOOL 

Plekse record the date when you enter, the building and the number of hours of service 
as you leave. 

September October November December January 



an. 

Total 



May ~' 
Total _ 

ERIC 



Date 


if Hrs. 










































































































Totai 


February 


Date 


# Hrs. 










































































































Total 



Date 


V Hrs. 
















































• 


























































Total 


March 


Date 


// Hrs. 










































































































Total 



Date ^i? K^s* 1 


— 1- — 1 






i 
» 








1 




1 


















































































Total* 



\Date 


# Hr6. 










































































































Total 





v nrs . 












































- 




























































* 


Total 


May 


Date 


// Hrs. 










































































































Total 



T\ 4 f* A 

uate * 


V rtrs . 






















* 
























































• 










\ 








\ 










T^tal _ 


^ ' June 


Date 


// Hrs. 












• 






























































































Total; 
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REGISTRATION AND ATTENDANCE RECORD FOR REGULAR VOLUNTEERS 
*(2 ot more hours per week) 



VOLUNTEER'S NAME: 



TELEPHONE : 



ADDRESS: 



TYPE OF VOLUNTEER : 
(Check One) 



PLACEMENT : 
(Check One) 



Turn About 
_ College-Student 
_ Parent /Gen, Citzenry 
_ Business /Indus try 

Senioj^jCitizen 



SWRL (K-2) 
Math Systems 
Reading 
^ceptional Child 
Other 



ASSIGNED TO: 



ROOM: 



DAYS: 



TIME^ 



SPECIFIC JOB DESCRIPTION; (Check One) 



Arts and Crafts Assistant 
Audio-Visual Assistant 
Classroom' Assistant 

What grade or subject? 

Clinic Assistant 
Clerical Assistant - 
Counselor's Assistant 
Language Arts /Reading Tutor 
Listener 

Library Assistant 



Mathematics Tutor 

Physical Education Assistant 

Special Education Assistant 

Storytellet/Book Reviewer 

Supervision Assistant 

Spanish Translator 

Special Activities* Volunteer 

Special Course Instructor 

Special Intereiit Club Sponsor 



PERSONAL REFERENCE 



NAME: 



TELEPHONE: 



ADDRESS: 



EMERGENCY CONTACT PERSON 



NAME': 



TELEPHONE: 



ADDRESS: 



^ . 



8D 
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HOW TO USE THIS FORM- 



The SVP Progress Report, is tote complete'd by the Volunteer Chai;;- 
man or Volunteer Resource Person. This form is a ')^tal communication 
link between the school-level program and the.area bf£lce« ' It also 
serves as the basis for the quarterly re^pojrts which are required of this 
project by the fedieral governments. The iriformatio^ may be gathered Ijy ^ 
tabulating numbers of volunteers in each cat egoi^ and their placements^ 
from the Registration and Attendance Record for^ Regular Volunteers and 
the Attendance Record for Community Resource Volunteers, . y / . 



This form should b^^completeB^ at the close of Jintlary and ^{ay 
and returned^ to your Area Spectaliat who will then ^tabulate area-le^ 
reports. . - . . - - . ^ ^ 

Additional copies may be: ^ 

1. Secured by calling the SVP office 

2. Made on a copying machine ♦ * / • 



, f 





V ' ''. - - SCHOOL VOLUNTEER PROGRAM 
\_l Progress. Report, for:' pidyea r ' , ' ' . e nd of year cumulative 
Subpitited'b y -■ . - School 



4 





* • 

Record Nutobei: 
pf Volunteers 


Black 


Anglo 


SDanish^ 


« 

' other 


Total 
No. ■ 
Vol.'s 


. . REGULAR VOLUNTEERS 
(2+ hours per week) 


^Tum About ' 
Students 










ft 


College , • 
Students" 


v-^ — . 










Parents & Gen 
Citi^enty, 






<< 






^ Business A 
• Industry 












Senior \: 












Total' * . ' 






*** 








' as w 

O M 
H H 

1 


Special'' 

/.Activities 

, — ".^ ' 


* * * 










C.oin. Resource 
Speakers * 












o > 


• Total. 










\ 
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AttENDANCE. SUMMARY .(By Placement) 



^.■ SWRL 
V K-1-2 


J Systems' % 


Reading « 
Systems 


.Exceptional 
Child - 


' Other 













PLEASE^ RECQ'RDv TOTAL " 
NUMBER OF VOLUNTEERS , 

PLEASE RETURN THIS FORM, TO THE VOLUNTEER SPECIALIST IN, YOUR AREA OFFICE. 
> . ■ ' IV-14 
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'. • ' . PROGRAM PARTICULARS 

Is your volunteer program progressing as planned in the areas of.; 



^' Area # 


Yes 


No 


- ,. ■ ■ V " ■ 

^ Cdi^pnents 


1. Recruitment of volunteers 








2* Placement of volunteers 






— * « ; 


3. Training of volunteers 








• 

4# Attendance of volunteers- 






* ' . X * ' ' ' 


5. Perfonnance of volunteers' 








6. Faculty-volunteer relations^ 








■ ' 

7* Atea specialist-school relations 






\ 


8.. Other: 

















^ • -V SEEDS 

Please list any needs you have at this time. 



' Materials 


Services 


Special Volunteers 


Other , 












A 




















1 — 



















<■ ACTIVITIES 



* ' - * 

Please. list any special volunteer achievements or activities. 



Date 


Ev^nt 
















^ , ■ . - 








■ 


^» — - 









APPLICATION FORMS 
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HOW TO USE THIS -FOKM 



the Re gular Volunteer Application Form is to be cionrpleted by volxin- 
teers who^rS*^!*^"^^^ f rbia Jiie Central SVP, Office and. by any volunteers 
who are from the general community (I.e. are not parents of children in 
the school or are dot Turn About or University students) . It is designed 
to provide school level SVP leaders with 'essential information to be used 
during the screening process and the placement interview. 

All completed forms should be kept on file at the school where the 
volimteer will be serving. Additional copies may "be: 

1. Secured by calling the Central SVP Offite' * 

2. Made:pn a copying machine* 
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EE6OTAR VOLUNTEER APPLICATION FORM 



PGR OFFICE 'USE 



E: 



A: 



School; 



Teacher : 



Mr. 
Ms. 
Dr. 



Date 



Hopie ^ 
Address 



Middle 



Last First 

' . ~f Street " — City ' Zip TelepHonST 
Do You Have A Car'? ^Afe You^ Bi-Lingual? If So, What Language? 



lementary 



' Jr/Sr High 



College 



EDUCATION 



-NaiDe 



Number Y^ats Attended 



Degree 



Do you attend college/universlty now? 



Do you attend Ir/sr high nov^ 



VOLUNTEER SERVICE RECORD 



Name Of Organization 


Type Of Service 










. WORK EXPERIENCE 


i Name Of CompJany 




Type Of Job . ' ^ 


— ~ 1 • — 

# Of Years 


[ Present: - - ^ * - 






I Previous! 







LOCAL CONTACTS 



Person To Contact JEn Emergency: iPerson To Contact For Reference 



Home Address: 



jome Telephone: 



1 



Business -Address i 



*Busin68s Telephone 



^ py^^ ationship /Occupation : 



•IV-17, 



V 



PREFERRED TYPE OF SERVICE 



Please iadentify the type of volunteer servi 
beside your choice. If you check more than 
bfiglde your choices. ^ 



ce you wish to 'perform by making a (vO on the line ' 
one,, please mark 1st, 2nd, and. 3rd on the line 



ARTS AND CRAFTS- ASSISTANT 

AUDIO-VISUAL ASSISTANT 

CLASSBOOH ASSISTANT (grade/sub j.?) 

CLERICAL ASSISTANT 

CLINIC ASSISTANT - 

COIMSELOR'S ASSISTAlrt: 

LANGUAGE ARTS/READING TUTOR 

LIBRARY ASSISTANT 
LISTENER 



^MATHEMATICS TUTOR ' / 
.PHYSICAL EDUCATION ASSISTANT 
SPANISH TRANSLATOR/INTERPRETER 
SPECIAL ACTIVITIES VOLUNTEER 
SPECIAL EDUQATIOH ASSISTANT 

STORYTELLER/BOOK REVIEWER 
^SUPERVISION ASSISTANT 
ISPECIAL INTEREST CLUB 

SPECIAL COURSE INSTRUCTOR 



PREFERRED TIME OF SERVICE 

Please write in the times when you are available for volunteer service. Most regular volunteers 
serve approximately^ two hours per week. 



1 Monday 


Tuesday 


Wednesday 


Thursday 


Friday 


A.M. ! 










P.M. 













- - PREFERRED PLACE- OF SERVICE 

Please answer the following questions and fill in the necessary information. Do you wish to 
be assigned? 



To a particular school? 






To anV school near you? * 


If so, which schools? 






If so, which level? 




First Choice 




'i 


Senior HichCAee 15-18) 




Second Choice- 


OR 


Junior High (Age 12-15) 




Third Choice 




Elementary (Age 5-12) 


■■ — 









PLACEMENT INFORMATION 
Please complete this form and return it to: 



School Volilhteer P;:ogram of Miami 
1451 North Baysbo^e Drive 
Miami » Florida 



33132 



Ofe 



The. person frgm whom 
you received this form* 



• / 

You will be contacted in the near future by a reprsentafcive of the School Volunteer Program. 
Vhen is the best tiuie for you to be reached by, phone? " At what 

telephone nimjber? 



How did you hear about the prqgram?_ 



■ ; 



Thank»ybu for volunteering your time to- 
help enrich and extend the experiences of 
students in the Dade County Public Schools. 



• 

) 



t ■ 
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SOLICITUD PARA -VOLUNTARIO 



PARA USO pg LA OFICINA 



E: 



Escuela: 



Profesor: 



Sra.-Srta* 
Dr. - ' 



^ Fecha ^ 



Apellido Primer Nombre 



Segundo Nombre ' 



Direcciofi 



_ • 7" 

iTiene Ud. Auto? 



^Calle 

iHabla Ud. Otro Idlonia? 



Ciudad 
iCual? 



Zona Postal ^ Tejefono 





. Nombre 


Nfimero de Mos Asistidos 


' TitiUo 


Bachillerato: 






" ' \* 


Universidad: 








Otro: 








6Esta Ud« asistiendo a la umversidaii 
ahor&? ^ > \ 


iEsta Ud. arsistiendo 
ahora?' 


a .bachillerato 



Nombre de la Organizacion 


Tipo de Servicio. Prestaclo 






T. ^ 1 





Nombre de la Cdmpaflla 


yipo De Trabaio 


N'umero De. Anos 


Presenter 






Previa: 

, - — 1 









Contacto en ^aSo dis Emergencia: " 


Contacto para Feferencia: " 


.Nombre: ^> 


'• . ^ * 




Direccion (Resid^cia): 


* • 




-^elefonp (Residencia) : 






Direccion (Trabajoh * 




' ^ ; ■ ' ;; ^ ^ 


Te3.efono (Trabajo): 






Relac i6n-0cupac ion: 
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TIPO DE SERVICIO PREPERIDO 



Por favor sirvase indicar el tipo de servicio voluntario .que prefisre desempefiar. Marcal^o c 

la Imea de su seleccion. Sirvase indicar el orden de preferencia marcando 1, 2, 
al.lado de sut sel^ccions . » »• 



C0| 

3\ 



AUXILIAR DEl, 



Artes r^nuales ~ 
Medios Audio-Visual es * 

Aula Grado^ 'Asignatura 

Bilj^lldteca ' . . „ ^ 

^Clinica 
Oficina 

Lectura y Grahatiea * 
Consc^erb Sauca^ional 
1-feteij^ticas 
Programa^de "Oyente" 



; Educaai8n Fisica ' ' 

Educacion Especial* 
Traduccion al Espaflol * 
Supervision \ ' 

Lectura de duentos y ^Evaluacion 
de Libros' 

Clubs ;.*Gual? • 



Activldades Especiales 
Instructor de Cursos fispeciales 



HORAS DISPONIBLES 



Por favor sirvase escribir las horas disponibles de servicio. .La mayoria de los voluntaries, 
trabajan 2 horas a la semana. ' . / , 





Lunes 


Martes 


Miercoles 


Jueves 


Vierfnes 


A.M. 

























LUGAR DE SERVICIO 



For favor conteste las preguntas con la inforinacion requerida. iDesea Ud, ser asignado?: 



iA^ una escuela 


en particular? \ ' ' t 


iCual? 


Pref. 


ira 


Pref, 


2da 


. ; Pref. 


3ra • 



^A una escuela cerca de Ud.f 
iDe que navel? 

High School (edad 15-18) 



SeptimO'-Octavo-Noven o (edad 12-15) 
Elemental^ (edad 5-12)^ 



INFOBMACldN PARA SITUAPLO.^ 
Por favor sirvase complet^ar esta planilla y devolverla a: 



SCHOOL VOLUNTEER PROGRAM 
,1451 N. Bayshore.Dr. . 

>-Miand, Fiiorida 33132 



La p'ersqpa de la'cual 
' Ud# Recibio- esta 
planilla. • . 



Un representante del Program^ 'de %Iuntarios pondr£ en coniacto con Ud.'zA que 
tel^fono? J_ -iGuSl es la ia§jor hora para llamarlo pojr telefono? , 



iGomo 86 eirterb, del programa? 



ERJC... 



'Muchas grades por ofreper su tiempo 
y su esfuerzo* Estamos seguros que "sti 
contrfbucipn ayiidara a enriquecet y 
ainpliajr la experiencla de ;ioa alumnos 

. de las Esctielas ojRubli'cad ^'el Cpii^ado 
die Dade* ^ " • ' ^ ^ - ' ' '^'^ * 

. . . IV-20 ^' \ ■ ■ 



COMMUNITY RESOURdk GUIDE FORMS. - 



'r 



>4f 
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HOW TO USE THESE FOEMS -r 



The Community Resource Guide Application Form is used by school personnel. 
Area Volunteer Specialists, and the Ceuttal Office Staff to register individuals 
who will be listed in the Community ^e-source ,Guide . All presentations made by any 
one person should be described on the same form. Each completed form should be • 
sent to the SVP Central Office where it will be processed and included- in the next 
.Issue of the Guide . - , " . . . ^ .--f' 

The Request f oi: Community Resource' Volunteer is a card used by teachers to 
secure speakers li&ted in the Community Resource Guide . It is, essential that all 
blanks be filled in and that the information conform--to the speaker's requirements 
as listed in the Guide > Because^ojE the vast number of requests processed by the 
SVP Central Office, teachers are 'asked to submit the forms four weeks prior to the 
target date and to limit the ntmbe'^of requests to two per.Jieacher per semester. 

The Community Volunteer Guide Confirmation Form is used by the SVP-Qentrgl 
Office to inform the teacher-, the principal, the SVP Resource Person, and the 
Community Resource Volunteer of the day and time a presentation after scheduling 
has been done by phone ^ , / * 

* <* 

The Attendance. Record for Community Resource Volunteers should be kept on 
file within the official SVP Attendance Record Book. AJ.1 CoYranunity Resource 
Volunteers should register upon entering the school and should sign out upon the 
completion of their t)eriod 'of service. Periodically the Area Volunteer Specialist 
will contact the school to follow up on any volunteers who have filled in the re- 
verse side of the sheet,' ' ' • • ^ 



\ ■ 
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PLEASE RETURN THIS ^ORM Tp: SCHOOL VOLUNTEER PROGRAM, lAlO N.E. SECOND Ak,,,.MIAM?:, 33132 



. ^ (Ms.) 
NAME: (Mr.). 



ADDRESS: (home), 



( business) 



OCCUPATION: 



COMMUNITY RESOURCE GUIDE 
APPLICATION 



(last) 



('Street & number) 



(street & number) 



DATE 



(first) 



(middle) 
PHONE: 



(city) 



(zip) 



(city) 



. (zip) 



PHONE: 



(position) (company name & address.) 

BACKGROUND OR EXPERIENCE: (Complete as appropriate) 



^rotnpan-f #»«) ' 



(TechniJP&l Training). 



WHEN CAN. YOU SERVE? '(Complete 1 or more) 



WHERE CAN YOU SERVE? 



Monday'. FROM - 

Tuesday FROM.^ 

■ Wednesday. FROM 



Thursday /FROM_ 
'JEi;^d&y FROM. 



.TO. 

TO. 
.TO. 

TO. 

TO 



.MAXIMUM NUMBER OF TIMES PER YEAR: 



South of Kendall Drive (SW §8 St; 
Flagler St. to Kendall Drive 
'Flagler St. to 7-9 St. (North)- 
North of 79 St. • 
Downtown - - ,• - 

Miami Beach 
Other 
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DESCRIPTION OF PRESENTATION 



(fill in 1 or more) 


(chpck 1 or more) 


(check 1 


or more) 


. (fill' in) -f^j^ 


rT TOPICS 


STUDENT BEVEL 


TYPE OF 


PROGRAM * 




SIZE"^tq 
GROUf'?^'- 


EL, 


JR. 


SR* 


LECTURE 


AUDIO-VISUAL 


TIME 


■job' SKILL' INFORMATION: • • ' 


' v. 


1. \ 








4 








2. " . • 
















TRAVELS: 


r 






1. 
















2. 
















HOBBIES: . _ - 




1. 
















.2. , ■ ' 












y 




CULTURAL BACKGROUND: ' 








1. 












) 




2. 
















OTHERS: 










1. 












■ .] 




2. 

* * 
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SCHOOL; 



REQUEST FOR COMMUNITY RESOURCE VOLUJJTEER 
" ' (Please Print in Ink) 



PHONE: 



SCHOOL ADDRESS: 



SUBJECT AND GRADE OF CLASS: 



DAYS- AND TIMES TO BE AVOIDED :_ 
NAME OP VOLUNTEER REQUESTED 
SUBJECT REQUESTED: ^ ' 



TEACHER REQUESTING: 
PRINCIPAL'S NAME: 



SPECIAL INSTRUCTIONS: 



-y'^^/^HAIL CODE: 



DATE REQUESTED: 




OR 






TIME REQUESTED: 


From: 


To: 


OR 


From: 


To: 









- NUMBER OF 
STUDENTS M CLASS 



ROOM NUMBER 
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FROM: (Name) 
(School) 
(Code) 



TOr 



SCHOOL VOLUNTEER. PROGRAM 
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WELCOME to our school I You are our "living ^rrlculum" ,_juid very muc^i ' 
appreciated by all. If you are not alxeady listed in our "Guide to Community 
Resource Volunteers , please sign your name, gddress, and phone number on the 
back of this form. Many thanks I 



ATTENDANCE RECORD , ' 

,/^OR. 

COMMUNITY RESOURCE VOLUNTEERS 
SCHOOL: 
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NAME* 

r 


DATE 


TIME 


TEACHER 


^ TOPIC 


IN 


OUT 
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• . PLEASB. FILL IN THE IHF0BMA.TI011 BELOW ONLY IF YOU ARE NOT CmBEslvi LISTED IN THE 
GOIDB Xa COMMUNITY RESOURCE VOLUNTEERS ! . ' / 



SilME . . ADDRESS / * * PHONE 
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• IN THE BEGINNING., . . ^ 

THE SCHOOL VOLUNTEER PROGRAM in the Dade County Public Schools began 
in January, 1971^ In the North Central Area under the administrative 
guidance of Dr. Jeff West, the Area Superintendent. The North Central Area 

; . . r V 

was selected as a site in which to pil^ot the program be.cause of its unique 
composition, including the three primary ethnic groups in Miami and because 
it also contain^ a cross seAion of the socioeconomic strata of our com- 
munity. In essence the North Central Area somewhat represented Dade County 
in microco^. Any findings related to the use of volunteers In this area 
could conceivably be expanded to apply to different areas of the greater 
Miami area. 

The original staff of the program consisted of two positions: a 
coordinator of volunteer services and a program secretary who also doubled 
as the' coordinator 's as&^stant. Working in fifteen piij^ ^chbols including 
both elementary aad secondary, the progra^ quickly caught on and enlisted 
71 volunteers who contributed over 1,000 hours in two and one half months . 
between mid-March arid June' of 1971* Also,, during the feasibility study 
period, a very effective and prestigious Advisory Board was formed to 
sufjport the program in the community and to provide recommendations for 
program development in all sectors of the greater Miami area. The first 
Ad?visory Board chairman was The Honorable D. Robert Graham, State Senator, 
48th District. ^ 

At 'the end of the 1970-71 s<ihool year^ the administration of the Dade 
County Public Schools received request ■ from the communities* in the North- 

east and «South Central Areas to expand the School Volunteer Program and to 

^ ^ / 

Implement this innovative^ new concept with schools in those areas. ^ This 

* . . . - . 

r 
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request vas granted and the pilot phase of the program extended itself to 
♦ 

35 schools in the ^three areas of the county even though* the staff of two remained th 

sarne^ Not until July 1, 1972, did the .program expand its staff to the optimum - 

size to accomodate tliree areas and develop a fully systematized approach. 

The development was macfe possible with ESEA Title III funds from the State* 

Department of Education in Tallahassee, Florida. During the one ygar period 

from July 1, 1972, until July 1, 1973,, the School Volunteer Program increased 

. * ' ' ^ 

^.n size from 1,250 volunteers to 3,287 regular volunteers working a minimum 

of two hours a week for at least one semester* 

, Beginning July 1, 1973, the delivery system of volunteer services being . 

f 

developed and field tested in the ESEA Title III Project areas was replicated in 
the other* three areas .'of the sys^sm and three additional Area Volunteer ^ 
Specialists were added to the School Volunteer Ptogram staff with local 
budget monies. . ^it the end of the i$73r74 school year, 12,201 voltmteers were 
working in 208 of the 237 schoqls./ Iri addition,, approximately $4,400,000 in ^ 
volunteer services was added to tlie school system during j:he 1973r74 school 
year. The hours contributed by ^he school volunteers were valued at $6.00 

per hour, a rate established by the' School Volunteer Advisory Board as being* 

f ' ' ' . ^ - 

the mean tutorial rate in/Mlamli An additional $10,000 worth of services 

and material, support wer^^ donated to the School Volunteer Program from private 

individuals and businesses* : ' ^ * x , 

y ' m> ' • , . • # ^ ^ 

In 1974-75 despite] the f^ct that the number of schoaX volunteers 
decreased slightly, dad to. the national economic picture which naturally 
affected the Miami conptj^nity,' the School Volunteer J^rogram maintained ±ts place 
in the national pictuiie as the, second largest in the nation with volunteer 
programs in 230 of Dad'e County*s 237 sphools. Likewise, the 1974-75 schogl 
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year was a period of rapid expansion of programming in the School Volunteer 
Program, for many new dimensions were added to the existing program. The 
mosu^significatit program shift was in the area of utilization of senior 
citizen volunteers. The ^chool Volunteer Program had always encouraged the 
use of senior citizens a^ volunteers, however, a concerted effort was made 
during tha 1974-75 school year to engage large numbers of seniors in the 
School Volunteer i;rograii^.. Due to the numTjers of seniors who have expressed 
an interest in the progi-am, a part-time assistant to each Area Specialist 
will be placed JLn the ajrea administrative offices by the beginning of the 
1975--76 school year. These assistants will help with the recruitment and 
placement of the senior citizens during the 1975r76 school year. 

The donatioti of larger faculties for the central program office greatly 
enhanced the program's ^ability to serve .the needs of the local school programs, 
as well as to 4dd to the program'^ overall capabilities. Along ^ with the 
basic administrative staff, supplementary volunteer programs have begun 
and flourished. A planning team for television training began working under 
the auspices of an ESEA l^tle III grant, while the Junior League of Miami 
voted to continue its support of the Community Resource Guide of volunteer 
speakera. All in all, a" total of approximately $4, 000,^009^ volunteer 
services was added to the. school system during the 1974-75 school year. The 
financial fact sheet which provides an itemized ac«rtli)ting of the services 
and ^terial support that were donated to the School Volunteer Program from 
private individuals and businesses as well as a Three Year Program Highlights 
and list of schools participating in the School Volunteer Program of Miami 
follows. • " , 

■ ' " ^ : 102 . • 
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SCHOOL VOLUNTEER PROGRAM OP MIAMI 

(THREE YEAR PROGRAM HIQHLIGHTS)^% 
, ANNUAL REPORT, 1975 



A, Volunteers 


June 30 
1972-73 


June 30 
1973-7i 


Percentage 
Of Increase 


June 30 . 
1974-75 


Percent of 
Cncrcnse or. 
decrease 

1" 7 *♦ *" » J • . 


> 

I. Parents and Community 


1,931 


5,858 


203% 


4,048 


' / « 

-30% 


II» Turn About Students " - 


584 


2,940 


403% 


3*959 


35% 


« 


667 


874 


31% 


1,^14 


51D% 




114 


426 


373% 


215 


, -50% 


V. Senior Volunteers 


0 


s 215 


215% 


' 4S1 


124% 


VI* Community Resource 
(Presentations) 


0 


1,888 


1,*888% 




** 


\ll • ConsQunity Resource 
Speakers 


. 0 




c 

0 . 


434 


434% 


TOTALS: 


3,296 


12,201 


270%" « 


10,451 


-14% 


B« Full'-T'lme Employees 


^ June 30 
- 1973 , 


June 30 
1974 


Percentage 
1973—1974 


June 30 ^ 
1975 ^ 


Percent ol 
Inctease or 
Decrease 
197^75 ^ 


I. Prolect Director 




X 


0% 


* 1 


0%' 


II. Coordinators 


n 
u 


0 


0% 




* 


III*SecretarlC8 


1 


2 


100% 


3 


50% 


IV. Volunteer Spaciallsta 
(TSA'S) 


6 


9 


50% 


14 


56% 


V. TTV Produceryj)irector ' 


0 


0 


0% 




* 


C. Part-Time Employees 












I. Clerk 


0 


0 


0% 


2 


* 


II. Senior Aides 


0 - 


0 


0% 


4 . 




TOTALS: 


-8 


12 


50% 


27 * 


125% 


D.^ Operating Budget 


June 30. 
1972-73 


June 30 
1973-74 


Percentage 
Of Increase 
1973-^1974 


June 30 

1974-75 
^ j- 


Percent of 
Increase or 


I. E.S.E.X. Title' III 


$85,220* 


$101,000 ^ 


71% 


$173,113 


' 71% 


TT r C r A T-t*"!* TTT ^TTV^ 
ll* £».d*£».Ak line 1X1 v^i*/ 


0 


0 


0% 


54,531 




III .Edna McConnell Clark 


0 


0 


0% 


100,000 


* 


IV. Junior L^ap.ue of Miami 


0 


0 


0% 


14,000 


* 


-V» Title V-Part D 

(Stac^ Department) 


/,o 


0 " 


0% 


8,877 




VI. *Dadc County 
Public Schoplf 


0 


45,000 


19% 


49,687 


10% 


VXXtEnviomacncal Volunteer 
Grant 


0 


0' 


0% 


4,600 


* 


TOTALS: 


$85,220 


$146,000 


71% - 


$404^808 


177X 



* New allocation 
Refer to page 6 
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ACCOMPLISHMENTS \'' 



Jhe major accomplishment of the School Volunteer Program has been the development 
and implementation of a-sdelivery system of volunteer services which are designed to 
guppo rt^ enrich, and extend the educational* programs in the- Dade County Public , 
Schools. In the course of developing this system, basically five components have 
evolved'^ which serve as the sources of volunteers, eacK.hsfeLng a specific focus and 
contribution to the program and to the overall school system- These parts of the 
volunteer program are: Turn About (Junior and Senior High) and College Student 
Volunteers,- Business /Industry Volunteers, General Citizenry Volunteers, Senior 
Citizen Volunteers and the Community Resource Volunteers- 

Turn About Volunteeers , " " . " . 

While working daily under the direction of a teacher as a tutor or classroom assistant 
these junior and senior high school students help, ^ not only. their younger counterparts 
but also themselves. The students inv:olved in Turn About receive elective credit 
applicable toward graduation for volunteering to tutor elementary students in reading 
and mathematics. Naine<^'Turn About," this service program utilizes a contractual 
approach in which the junior or senior high school student signs a course contract 
with his subject area teacher, - specifying attendance and assignment responsibilities 
mutually determitjed by the student and the teacher. The volunteer student is then 
assigned to one of the specified elementary schools for tutoring in reading or 
mathematics. * ' ^ 

Similar programs have resulted in findings that both the tutor and the tutee benefit 
from this unique teaching arrangement" Teenage tutors and youhger tutees improved in 
both readii^g and mathematics/ There were 2,855 Turn About txitors in Dade County last 
.year. Even^of greater significance is the fact that 2,855 tutees also benefited from 
the volunteers' efforts. , ' 



College Students 1 ' ' ' ^ 

Vital to any well rounded program is the college student. Many college students 
volunteer as a field experience for their regular .college class and earn college . 
credit for th^ time spent working in the public schools, while others volunteer 
because they see the need and wish to help extend and enrich the experiences of 
others. ' . * r ' ^ 

Course credit is offered through either the etducation or sociology department. The 



I 
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/human service laboratory and is designed to help 



field experience is viewed as human service laboratory and is designed to help 
the student in his personal and professional growth. The kinds of tasks performed 
by any given student depend partly on the supervising teacher *s assessment of the 
student ^s capabilities and limitations , partly on the areas in which the teacher 
needs assistance at a given time',* and partly on the subject area or grade level. 

A total of 757 students from the University of JMiami, Florida International University^ 
Barry College, and Miami/Dade North participated in the 1974-75 program. ' 

Parents /General Citizenry As Volunteers \^ 

Parents and other individuals who are interested in working on a voluntary ^basis with 

young people form the **general citizenry** part of the School Volunteer Program of 

Miami. These community-minded people composed 3,152 of the total number of volunteers 

, working in the program, or an impressive 29% of the total. Volunteers working in 

this category are recruited from a variety of source^. ~ 

i 

One of the primary sources coi^tributing to the general citizenry section of the program 

is the membership of the PTA/PTSA. Parents who have become involved in the » 

/, 

operation of the. school through this historically sound organiz.ation see the benefit 
J of getting even more involved on a regular '^sis as a. school volunteer. The School 
Volunteer Program of Miami cooperates "with the PTA/PTSA countywide to 'Increase the level- 
of understanding and commitment on the part of the parents who have children attendinj 
the Dade County Public Schools. 
/ 
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In addition, there are numerous civic, fraternal and community oriented organiza- 
tions* which assist the volunteer program to recruit volunteers to fill the 19 
volunteer descriptions which have been approved by the Sfchool Board. 

Parents. and individuals who hav« indicated a willingness to serve as volunteers 
interested in education are also recruited^ by the central School Volunteer Office^ 
This is accomplished in a variety of ways. During the p&st year the 'School Voltin- 
teer Program has: - > • 

- distributed flyers in each bag of merchandise, purchased fronr , 
f Burdine's diiring a two week period in September. ' 

- received a 1/3 page advertisement requesting volunteers in - , 
each of The Dolphins' home football programs, PRO . 

- • had representatives appear on AM Miami ,^ the early morning *talk 
/ show presented by Channel 10 - WPLG. ^ • 

- given numerous "presentations to civic and .social groups on the 
School Volunteer Program. 

- been featured in the "Living 'Today" section of the Miami Herald. 

- secured mairquees to place "Build A Child *s Future. Be A School 
Volunteer," in all areas of Dade County. 

- ^ displayed bus signs describing the' School Volunteer Program * 
on the back of Metro busses during February anjj March*. 

The summated result of all these efforts has beeii that the general citizenry aspect 
of tke School Volunteer Program has, during the past year, grown in , numbers mor.e than^ 
any ot^ier part of the School Volunteer- Pro graii>. • ' • » 

Businesai/ Industry Volunteers . . 

Another aspect of the School Volunteer Program of Miami has been th^ involvement ^f 
many businesses/ either through the individual contributions of .volunteer . time or 
tlxr6ugh a variety of program supportive activities. Beginning in' January, 1972, 
Eastern Airlines spearheaded the business involvement by recruiting 125 management 

- 108 ^ ' . ■ ' * * 
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employees to work as volunteers after their regular working' hours. As an outgrowth 
^jpf. this Initial business support of the volunteer effort, numerous other businesses 
have becpme active; in the school volunteer effort;. , ' ' 

Aaong those businesses which have cooperated with the School Volunteer Prograuj^ dtiiring 



the 1974-75 school 7ear are: 



V 



Associated General Contractors/ffouth Florida Chap*t^ > 

Soutl^eastern Banking Corporation ^-^-^^ 
* ^ * Continental Airlines 

Burdine's - - ^ ' 

. Gulf Oil- Corj)oratiQn-Latin American Division 
. Chaxlnel 10 - WPLG' 

Channel* A - WTVJ 

First Natiotj^al Bank of Miami 

Southfern Bell Telephone' 

In-Plant Prin^ng Management Association 

The Miami Herald Publishing CompanypN. ' ^ 

Greater Miami Chamber of Commerce / / \' 

ESSO Intern-America 
^ Coral Gables Timies 

The Miami News . - . . 

, WQAM Radio • ' , , " . ^ 

WGBS Radio . \. ' ^ • 

WIOD Radio \ . , 

WKAT Radio^: ^ , % , 

WffO Radia V \ - ' • - ^ / . ^ ' 

; / • WOCN .Radio ^ " ^ * , • 

, , ' WQBA*Radio : , - , - 

. WVCG Radio ' - ' ^ ' 

WWOK Radio , i . '\ v . . ; 

Stadler Realty ' , . . . ' . X V 

Coral Gables Chamber of tldmmerceN, ' 

Another aspect of the Business/Industry Volunteer component is "Step I^to Business," 

- * / '^^^ 

which is an action- ^laboratory ptogram taking senior high* school 'student? from the 

school into the business. In a series of "visits, to the businesse^v the stu^etit§.*a^e> 

able to observe, first-rhand, the process o£^thef f?^"ee-etiterprise^ system in action. , 

The pilot, program,^ was implemented in Coral GabXes Senior Hfgb School under the direc- 

tion of a volutiteer,^Mrs. Chris Tyson, who ife a,, certificated social studies, teacher. 

Bi-weekly evaluations were completed by the stOTents as well as by the businesses/ ^ 



Senior Citizen Volunteers . ^ * / . 

The Senior Citizen Volunteer Program was introduced during the 1973-74 school year wU 

^ . 109 • ' 



215 senior. citizens were cooperatively recruited by the School Volunteer Program and 
'the -Retired Senior Volunteer Program (RSVP). The successful assimilation of this 
small but powerful group of senior citizen volunteers into the School Volunteer 
Program has proyed to be the basis for a n^ajor phase of school volunteer activities 
during the 1974-75, school 'year* » .> • 

With a $100,000 grant from the Edna McConnell . Clark Foundation, a special team was 
established ^to recruit, train, and place senior citizens, 112 senior citizens have 
become involved in less than three months. Those senior citizens who are not able to 
work at the school site help develop support materials for' the schoolp to use as 
teaching tools. Some of the kits they have produced include puppets th^t are used 
for language development, game boar,ds that supplement the reading and mathematics 
systems,. and "skinny books**** that are made from 'discarded textbooks. 

■^CjiB procurement of transportation for the senior citizens has given impetus:"to the 
increased involvement of this segment of our population. On ^ pilot basis, the Mejro^ 
Trarfsit Authority, in cooperation with the School Volunteer Program, provide^ two 
fbusses with drivers to transport the senior citizens to and from the 15 selected school 
sites, Monday through Friday, which begins May 1, 1975. , - ^ . ' , 



The School Vo^.uijjt.ee^^ that the approximatelv^30,000 senior citizens 

.who reside in Dade County are one of our most viabfe resourc^g^particularly since 
they have time to give and want to be needed and valued as a Contributing member of 
the community* Because of early retirement, better health care and educajiion, today* 
increasingly growing senior citizen population \^ a burgeoning and potent resource 
with the capacity to meet the needs of our schools 'and communities. 

The senior adult is a potential resource in any community, as he has many years of* 
expedience and wisdom that are invaluable. The School Volunteer?' Program believes that 
the utilization of their knowledge, skills, and talents most naturally belongs within 
the framework of the siftiool system, llelpiag educate young people is a traditional. 



natural role for a senior citizen;'^ it, f its their need for an independent respected 
position" that daes not go beyond physical ability or \leinand* too much time. 

Through their involvement* ifi meaningful activitifes it is believed that: (1) the 
senior citizens will hav^.a greater sense of purpose; (2) they will feel jnore at 
home in the educational faMltties and consequently will .more readily utilize the 
opportunities available to them through the school system; (3) at the same time 

through their interaction with tKe youth and public school^ personnel, a greater 

.. . - . " » ^ 

• , t 

understanding and respect between generations will evolve. 

_ ■ - ^- ^ . , '■ - 

A major task of .the School Volunteer program is to recruit, train, and place senior 

volunteers. Ideally, both the scKoot children and the senior citizens will benefit 

\ • ▼ 

from this unique opportunity. 

f • ■ ■ ■ ■ ; ' ■ • ■ • 

COMMUNITY RESOURCS VOLUNTEERS , . * 

Community Resource Volunteers^arfi listed in the Community Resource Guide which is a 
hard-back, looseleaf notebook containing descriptions of more than^ nine-hundred 
pres^en tat ions which can* be used by classroom teachers or other school personnel to 
extend or fcnrich existing school programs. The topics of the volunteer presenta- 

. * . N . ■ ■ • ■ ' r , ^ ' ■ 

tions are grouped into categories which correspond to th'e regular quinmester course 
headings. Each official project school in the School Volunteer Program receives a 
Guide which is then placed in some easily accessible area in the school, usually in 
the Library/Media" Center. ' '.f • . 



The Community Resource Guide was field tested in 12 schools during May, 1974, 
.182 presentations were made by 45, resource speakers. In a sur%vey taken by the 
School Volunteer Program., 93% of the teachers found the Community Resource Guide 
an effective means , of ijiforming teachers about volunteer resources and a useful 
way q£ obtaining volunteer speakers. More than three-fourths of the teachers 
concurred that the Community Resource Guide listed a satisfactory range of volun- 
teers and ^topics frpm which to select. However, the Schoo3f^olunteer Program is 
constantly gathering more listings to broaden the scope of the entries and the 



41versity of topic^^|!6 be covered by the speakers, 85%, of. the teachers c:lT|rac- 
terlzed the/jpresentatlons as interesting to the students and increasing the , ' 
students Vlcnowl edge, or skills. » . * 



The Junior League of Miami has donated $14,000 to the, School Volunteer Program *of 
Miami to pay thf salary of a staff memifix who can procesa the applicatiods -for . 
^ volunteers from the s(;Lhools. In addition. The League has appointed , a five membar 
QoiDliittee to field test the overall procedures which have been outlined for the 

; , . , . • ' " ^. , . 

T •tSpmmunity Resource Guide as they recruit environmental volunteers* Even though 

the same procedures are being used, the Community Resource Environmental Volunteers 

' ,* - ♦ 

are listed, in a separate volimie^ . \ * . ^. 




% Business/Industry 
1% Senior Citiznes 



ERIC 



V - '12 



EVALUATION RESULTS 



The evidence of th^ effectiveness of this p^bj^ct can b6 directly inferred from 
specific evaluation results. During the first '.operational year of the ESEA* 
, Title III grant, the impact of the volunteer reading 4nd, mathematics tutors was 
measured. The conpliisions which c;an be drawn from the results of this study are 
highly significant findings.- ^ ■ 



Control and experimental groups were randomly selecte^^ from, six different schools. , 
The experimental group w^s comprised of, 120 students who were assigned volunteer 
j:utors, while another 120 students who were tutored by volunteers formed the^ 
control group. ^Control groups were drawn from the same classrooms as the 
experimental groups in order to keep the instructional variables "constint for both 
gi^oups. ^ ^ - \ ' ' ■" " V < 

In reading the results we're: (1) All students in the reading experimental group, 

regardless of race or^feex, gained, at least seven months in reading comprehension. 

The experimental group gaids ranged ,f rom one year three months by the Spanish females, 

to seven months by the Spanish niales; (2) 'In the control group, three of the six 

groups lost up to five months (black females, minus three months; Spanish females 

minus five months; Spanish males minus one iponth)-. The highest ^airi made by any 

control group was nine months (black males) ; (3) A comparison of the, scores between, 

the experimental and the control giroup ranged* ftout a difference of one month (black 
, ^ . ' ^ \ ' ; . ^ ' " . " . ' 

male experimental students = '8 montfi*galn; control'group students = 9 month gain), 

to a difference of one year and eight months gain. (Spanish female experimental , 

students = one year, three months j^ontrol, group, students = loss of five months). 

The overall compa.Vlson indicated a significant difference in means at the .0005 levels 

' ' / ' ■> /' ' ' • / ^ ■/ ^ \ ^ ' ■ 

The group most affected by the volunteer treatment was the* Spanish female. The group 

least "affected was the blac^- male. . ' ' • . 
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In mathematics the following was found: (1) All students In the mathematics 

experimental group gainied at least six moaths, with the exception of black males. * 

The experimental group gain scores ranged from one month (black inales) t^ one year 

three months (wlAte males); (2). In the control group, two of the six sub-groups , 

lost three or more months (Spanish males ^ loss of four months, white males - loss 

of three months). Two other of the si^ sub-groups showed no gain at all (black 

males and bla6k females) ♦ The remaining two sub-groups gained from one month 

« • 

(Spanish females) to* three months (white females) j (3) A comparison of -the gains • 
between the experimental and the control group ranged f^m a difference of one 



h (black male experimental students = one month g^iii; control goi^up students = no 



gain) to a difference of one year six months (white male experimental students = one 

year three months ; control group students = loss of three months) . This difference 

was significant at the .001 level. The overall comparison Indicated a difference 

which was significant at the .0005 level. The group that was most affected by the 

volunteer tr^tment*was the white male. The group least affected by the volunteei: 

tr$.atm&nt was the black male. ■ • ' 

. , _ . • . \ - 



School Voluntee 



THE 



r: Progra 



NATIONAL SCHOOL VOLUNTEER PROGRAM, INC. 



The Schiool Voluitccr Pr jgram of Miami actively i^articlpajtes In the ^National 



The goals of the 
€tacourage the us 



ai[|^ Inc/, which was established In 1964 with a granf • . 
£rotit the Ford Fciundatlpn and ^rew rapidly to encompass sclfool districts across 
the, United States rangXiig from the urban cities to the small rural areas. 

Nat io^l^ School Volunteer Program, Inc. are to explore ^nd 
3^ of auajity vo}unteey services in the schools for the benefit 

1 : -i f ;. ■ • . " . • ■ 

of all children; to assist ^with the equalization pf . opportunity for all citizens 
to give service li\ sdhoo^ vcrlunteer pfbgrams; to promote cpimnunlty ^rtlcipatlon 
arid to create dynamic' pstrt^er ship among' the community, school^ business/ in- 
diistry^ with both public arid private organizations;* to plan for. an annual oon- 

" * V i ' * ^ ' 

f erence bringing together those persons responsible ior the direction, coor- - 
dlnatlon and supervision pf . school volunteer .programs for .the exchange of Ideap, 
discussions of commop. concerns, redefining gpals^ evaluation techniques, bylaws 
and prtffeedures, electing officers, obtaining information of area, district, state 
and national levels. ' i \ . ^ ' 



President Sarah A^Davls, Director of Volunteer and Tutorial Programs far the 
Los Angeles Cityj Schools, heads the Natli^nal School Voiunteetvl^trpgram, Inc» The 
national orgfflLUi^^ constantly to^stlmulate.^hd assist those! leaders 

respons'ibl^'^^^^^^aj^d local vc>lunteer, i>rograias by providing the type of 
leadeirshJ^PV/ 

ferowth of "vb^JI^^ in Edutfatibrf* through the ^dissemination and application 
of materials art^/lnfoiW^ion. 




the National School Volunteer Program, Inc. is self supporting and tHus 
continues encourage membership Which is available to persons directly, 
responsible for program implementation attd^ to volunteer* presently render 
ing services. The annual $15 .fee for progratr^directors/cpordinators and 
the $5 fee for volunteers is definitely a worthwhile contribution. The 
maintenance of the national organization is dependent on membership dues, 
subscriptions aijd donated gifts. Membership is open and those interested 
should contact the treasurer of NSVP, Inc., Mr,. Franklin V. Lehn, 49 East 
College Avenue, Springfield, Ohio 45501. ... - 




. NATIONAL SCHOOL VOLUNTEER PROGRAM INC 

■•>: - . ^ • MEMBERSHIP APPLICATION 

■gSVP:-..INC. MEMBERSHIP " ' " ■ , ' . . " 

,■ oellent ^snd inSrmatfJp- ii=,;f™ Me?D«rflup includes a copy of the ex- 

■■Newsletteb? Station KHirSs'Si Z'^/^^""^^^^'?' 
regional an^l national levels e^towI ^ conferences on state, 
ioio. Cateferies toolud» ^ ''^ .we3,oome and eligible to 

' ^^siira^^lSISr^proSaSffS^^ theltostratioi^, 
istrators:).,-^lt J15 W '■^^^^f^ »e pald or.volunteer- admiL* 

|3flif;o« ^^1^^^°°^ P--*-e.l associated wit. 

^^ZrA&l ^a?§rL&t5?^'^^'^°^"?*^^> professional 

-^-^^"OO oHSf at^'traSfi^n? tL°'^^ 



Name 



Position' 



Name of Program 
School District '. 
Program' Address 
Program Telephoiie__' 
.Home' Address 
Home Telephone_ 
Date: 




S.tate: 



.Zip 



Type of Membership:- 

L Professional. 
Associate 

Sustaining . 
>, Supporting ' 
' Qontribution 



^ ^ New 



Renewed ..' Amount enclosed" 



Dues:' 



. ■ , p. op 




Mail- to: . Mrs. Hobin'p. Spaulding- " 

Membership Chairperson, NSVP, lAc. 
. . 20, Irving Street .. . > •^^« 
Worcester MA p1609 
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